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CLOSE of SERVICE WORKSHOP ' 



Trained Guidelines ^ 



This is a Handbook, for. a' Peace Corps T *Close of Service * 
WorK£hop", *It*was prepared by borrowing heavily from two . 
programs already developed. One of the programs was developed ■ . - 
by A, L, NellUras aritT A&soci'at v fes ■ and 'pilot'* tested in eight 
Uost countries during 1980, The' other was designed 1 r 
for EC/Malaysia by - Joel Wallach and Gale Metcalf who also . ^ 

< delivered the package in-coaintry, , 

^ > " : - * ' i ' 

The purpose of tjiis* handbook is to provide a suggested 

outline for a 3-day close of * service workshop to.be delivered 

2-3 months prior to the Volunteers'* termination date. 

Each session "of the workshop is intended to build towards 

Or from the one(s) preceding and following it. However, .with 

very little motiificatiop , sessions may be used independently, 

- * ' * \ ■ 

The -suggestions 'for the timing, location and sldmiriist ration - 
of the workshop are baseM on, the expedience from the field 
tests, 'While t^e 1 constraints of, your setting may" require 
modifying these guidelines, we suggest that special ■ , ■* J 
. consideration be giv§n to each of these categories 1 so that % * 
the workshop *may be of greatest 'benefit to the COSing 
volunteer, , " V 

An effort has been made to purge the instruct ion s and ; 
materials of excessive training jargon (unTSSiliar language). 
However, you will, find certain phrases and words whifch are 
uped for the sake of economy sj^ch as: "share'* 1 instead 
of "tell each otherV ; '"report out" instead *sf "^ive a" ' „ 

summary of what you discussed"; "journal^ instead of "notebook"; 
"brainstorm" instead of "state whatever' com6s Unto your mind * 
as fast as you can"; "modeling" instead of "demonstrate^ how ' 
it is done",; and "closure" instead .Of t "bringing -the session/ \> 
to an dnd J, « Tiiere'are probsibly others. It 'S ^sometimes 
hard to know wheri language is jarg6n.and wben it is not. 
You may want to purges the traabing language, even \further ^s - 
you deliver the wcrffc^ho^ and it Suggested that you ' do so 
, if it gets ±*i thewway qfyour communicating .witb 'the ^ ( 
participants^ It is hoped that the 'language of training " ^ . 

_g that, remains in the'se guidelines does not^get in the way h p . r 

of a successful- presentation of the workshop, J t , . ' 
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PEACE CORPS 
COMPLETION f Of sjRviCE WORKSHOP X 

: : - . J ) 

Workshop Overview 

The general purpose of the workshop is to prepare 
the PCV to depart the host country/Peace Corps and re-enter 
the United States culture to whatever job or academic 
activity, trhe volunteer may be planning. Important to the 
re-entry process is providing the volunteer with an undfer- 
standing of the methods to be used in completing Goal #3 
of" the Peace Corps. The 3-day workshop is in fact similar 
in purpose to the Staging/PRIST/CAST which preceded t£e 
■ volunteer *s Peace Corps service. As such, it i^s directed 
at '/'introductions 1 ^ and H begjLnping&l f rather than JJf inished" 
products. Rather than paving them conclude the develop*- _ 
jnent of resymeg 'or completing applications for graduate school 
the workshop should £ocus on giving the volunteer the 
knowledge p,nd skill required to gather the necessary 1 
information tb v carry "out a job campaign and to develop a 
resume or SP-171 at a later time. Likewise j^ie tasK-of : ^ 
carrying out goal #3 shquHd be begun at "COS with the 
understanding that Peace Corps/Washington provides , « through 
Pormer Volunteer Services, support once. the ^ol^intee^ 
returns to the U.S. ^ ^ x 7 

'a In the pilot of a similar workshop in eight host countries 
the most freauent barrier to completing the exercises in the 
workshop was the volunteer's anxiety of leaving, finding 
a job, and .returning to an apathetic environment at home, 
etc. The behavior that results from this arixiety*Hs a plea 
for information, tricks of ^ge^t^ng a job; -„%he qjiick tftfd^ 
'dirty anfewers to readjusting; 6r the* statement that. we " 
-d9n't need' to deal with this re-entry debriefing "stuff". 
The latter comment may stem from the COSing voluo^eer'3. 
discomfort with the feelings that are associated with the * 
leaving and Mg/her unwillingness to "endure" more feelings 
or' discomfort that may arise from the debriefing or 
"closing out activities" suggested iru^vorkshop design. A 
major focus io developing tne worktehop was to 'sequence the 
sessions in such a way that volunteers participating in 
the workshop may feel that each exercise hafe a purpose t 
that will be' Beneficial to them, whiph^will not; "hurt" - 
i.e.* they won't "die'f from this experience; and which will * 
not be just another "bitch and moan" session about PC life 
an# staff. _ /' - * 



Workshop Overview - cont, * , 

Many of the "qtflek and dirty" answers and "information" 
needs are met in the sessipns 'dealing with completing resume^, 
facts about jobs in the U\S., and living thrpugh the first 
job interview. The introduction of the mbre practical; 
aspects of#re-entry prepares the participants for the idea 
of dealing with the '^softer'* and ipore emo'tionalj aspfects 
of leaving the host country and returning to the United- 
States* This approach also allows time for the person 
conducting the workshop ^:o become mote comfortable with 
the participants\and to grow tnor^ confident with his/her 
ability" to manage the later sessions (such as debriefing 
the Peace Corps experience with the staff and dealing with 
the problems of- re-entry) 1 , ( 4 \ 

Many the sessions kre interdependent. By describing, 
their linkage to later exercises, the participants will 
be encouraged to Share and reflect at a le^el which * 
combines (almost equally) the, process of (1) identifying,* 
skills to be marketed in ^ job campStigr*; (2) the task of' < 
identifying the .most rewarding and transferable parts of v 
/ their contribution to development; (3) or the recommendations 
tha't he/she may want'tti give to the staff ^or the maintenance 
of the good ^spects df the program or the alterations of 
those that need improvement. The introduction of these 
"softer"*' issues need not be so "heavy" that participants 
are "bummed out M v and turned-off by the experience, 'it v 
do4s, however, require the traines^to establish the Qlimate 
conducive to opening up to others and tctfone*^ ^elf, 

v / ^ 

In implementing this sequence it is important,, that 

participants Understand that tf^e initial recording and 

review exercises will be used in most of the sessions whi^h 

follow later in the workshop. The identification oj skills' 

developed or areas of personal gnaiApfcvill be useful i#n 

developing the job campaign incluOT^^^>jectives-setting 

and resume*writing. The identification- of areas* of accomplish 

ment may also be used. In the process. Further, the cOnsidr- 

eration of topics such as Peace Corps Development may . % - 

stimulate thoughts that will be useful in the debriefing* 

process witlr/to in-country Peac6 Corps staff. 

The introductory exercises Help participants identify 
their specific needs for the- workshop and to assist them to 
begin to plan both the exit and entry apfiv^t ies\tHey are 
about to ^undertake. As in any . problem-solving activity 
(and the workshop should be established as such) the first* 



Workshop Overview - con^. 

step is to generate information of -a general nature; thfe- 
next* is to begin to .apply that information to specific 
areas of difficulty; and this^is followed by the develop- 
ment of strategies* to deal with 'the actual or anticipated 
problems; Participants should be made aware that ALL the 
Answers are not going -to be f orthcoming and tjtiat this 
workshop is intended as a "Staging" for their termination 
from Pesice Corps similar to tha£ which they may have 
received through the CAST^or staging process prior to their 
service. As such it fregins th$ process for them and will 
provide with structures which they are likely to face. 

Workshop Goals - y ' ' 

The Completion of Service Workshop (COS) -is designed to 
provide information, knowledge and skills that will 
facilitate the transitio^ from the Peace CDr£s community 
to United States society. 

Specific course_goals are: 

• To provide an Opportunity for Peace Corps volunteers 
*— . to establish .a sense of closure, provide feedback 

to the Peace Corps, prepare to leave the^bo&t' 
* country and assess the meaning of their Peace Corps 
experience in- relation tcjpfuture goals; 

• To assist Peace Corps volunteers in developing an 
awareness of the issues surrounding re-entry into 
United States culture; 

• To assist Peace Corps volunteers, in identifying and 
^veloping career and educational goals and, plans; an 

• - To/assist. Peace Corps volunteers in assessing and 

• transferring personal aniJ -professional skills to 
possible 4 ba^ki-home , situations; 1 t 

* * t * 

• T& provide terminating £eace Corjjs volunteers an 
opportunity to review their individual and program's 
role io development; ■ an(J t * 

> . * 

• TO prepare volunteers to implement the Development 
-~ Education goal of Peace Corps, (Goal #3) 
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Objectives and activities for £ach session will be- 
described at the beginning of each module, ^ 

Also included in this section of the guidelines are • 
a series of recommendations for the preparation, delivery 
and on-going support of the activities in the? workshop. 
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^ Getting Ready 



The process of Close of Service, is, obvdoysly, one that 
exceeds the spa^of the 3-day workshop outlined in this'' 
handbook. The job search/grad .school effort may well begin a 
year before COS", Many of the administrative procedures 
required span several months 1 time. Beyond the workshop the - ^ 
RPCV will continue the process of re-etfrtry and career/educational 
activity, * t 

In anticipation of these ongoing efforts you may want to 
consider*the following materials and their timely ^distribution 
as methofis in which to support tjjg COSing PCV as well, as to ■ 
assist iir managing staff time in responding tb* requests and 
handling the aclininlstrative aspects of CDS, 

H * 

1 • Stock tiie Library > 
^ > { 

Several good boQks and sets of reference materials are 
available which will be valuable tq the PCV who initiates job/ 
education planning independently or who wishes to, follow-up * . 
fromthe COS workshop. The bibliography on pages~lZ and * 
13 list those which are most likely to be helpful to the * * 
COSing jjQluntj&er, { ■ *. 

2, Rgferenpe Materials for u3e in Workshop and Beyond 

* Former Volunteer Services Resource Manual 

: : i 

This is" a comprehensive manual developed by Former' A 
Volunteer sirvices ,(FV3) for COSing VISTA and- Peace C^rps 
volunteers. It is 'filled, with information anjd referr^Ts 

( * ' on t6pics*like former volunteer uetwork activities; types 
ot 4hdfiroX employment; ^sample resumes and 173.'a; contacts 
for counseling, and suggested reading, Additionally, the 
manual also details .the wide variety o% services available 

* " from ACTION and Peace Corps vthicfr support .the RPCV's 

re-entry to the USA, s ■ 

Jin abbreviated* version of this manual is^autorflatically 
mailed to eacti country in quantiiijies'based on projected 
COS volunteers,* Called the u ^0e o^S*-rvice Memorandum" 
it explains- the services' offeiiay?y f FVS and outlines 
additional information vthic)i^(^^oe ordered through^ 
FVS, The larger mafiu^l is much jftore comprehensive/ Included 
< in both versions is ar^.order form through which PCV's may 

* order books and other ^sources from FVS* - - 



er|c 



♦Ortfer from; Former Volunteer Services 
Room "M-903 
& 'ACTION 
' * Washington, D,C, 20525 
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3.- Forms, ; Pr<5cedures f ' and Information 



Of the most frequent g-roans aboUt COS,- the myriad of 
fctfms and. procedures the\PCV must endure probably tfgfceives 
the^ loudest of them all K While" there is no way of 'getting 
ground the need for 'them, we pi^y be abl6 to improve the* way 
ive manage %e%£zxi% these items completed* , One Vay is to" develop 
a manual which outlines, explains , aryi schedules all-the 
policies, procedures, and forms for COS,** , 

The " Introduction" and 'the "Table of Contents'' provided' 
below are taken from such a manual developed by PC/Lesotho (1980). 
Activities* and forms will vary from country to country. This' 
manual may be distribiJted at a workshop or at least four 
months before COS.. } * ^ 
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(Sample: taken ^from "A Manual ? of Completion of Service,,. 11 \ 
PC/Liberia, 1980) r ■ ^ 

. INTRODUCTION " 4 ^ 

« COMPLETION flfr SERVICE ^ - 

\\ , " ~ MANUAL 

■Completion' of Service is a special time for^PCVs, It 
means many tbkngs to each Volunteer; travel, home, finding a 
job^ going .back to school, culture shock, and a range, of emotions 
from terror tb joy- The COS process begins 3 months in advance 
of a' VoHmteerVs COS date, » The 'experience involves the 
physical'move from Lesotho to the States, -the bureaucratic 
paper work to be released from Peace Corps> and the travel 
and medical arrangements for the trip home, ' '/ b 

* Be -prepared for* snags^ anfi, problems to crop up during COS, 
No COS is a completely smooth process. Your return ticket or 
l'/3 allotted Readjustment Allowance may be delayed; be flexible! 
You may have problems with the utilities clearance or bank 
clearance,; kejep calm! Your COS medical may require more lab 
work or x-rays, if there is k foul up; do^t panic! The Post* , 
Offiee^may say your packages are 4 over weight; re-pack them.! 
^fove all, don't worry! -^COS lasts only 3 irtonthg and you'll 
soon be on your waj£. No PCV has yet been enable to survive COS! 

Many of the COS forms and procedures <;an be ccftapleted at 
your site, H For' those medical procedures which must be completed 
in Maseru, you are entitled' to travels expenses to and from your 
site and per diem for the days it takes to complete ,them, EJe 
sjure to set your schedule so that you spend minimum time in 
Maseru pn COS business. In other words, donH come dowp just to 
complete one procedure and expect to be reimbursed for your 
travel and cfaim per jiiem. Most £f the Maseru procedures can 
be done the last 2 days of COS, so plan 'yBur time as much as * * 
possible. You can also claim travel expenses and per diem 
for these M too, ^ * * 

If you -need help movitfg^from your site, consult tjxs-PC 
Chauffeur early 'to , make possible^krrangements for PC transport. 
If aKL tlie vehicles' are in use, you'll have to find an alternative 
fo$h of transport yourself. This applies for any of your* transport 
needs during COS, P,C will-, provide as much help and support 
us possible v but be prepared to do it*yourself ! 

f * During your last few daya in Lesotho, when you have 
permanently moved out of your Cite, PC will provide you with an 
*hot<§l room if necessary. Consult the APCD/ Administration if you 
require accomnlodations , This is not an automatic Procedure for 
COSing Volunteers, Individual requirements for COSing PCVs are 
decided on an individual basis/. , « , 
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( Ssirnpl 6 : t £ken frosti }} Manual * o f Ooitip 1 9 1 i on of Serv i ce . 
PC/Liberia, 1980) 



On the day you terminate -your Peace 'Corps service, you are 
no longer eligible f or* tjie health care and services previously 
provided by the Peace Corps. Any. iline^s or injury sustained 
by you aftet- your termination beeomes your responsibility, . 

^One form\of giedical coverage, through the- Insurance Company 
of North America/Reed l$haw Stenhoyse, Inc, can be purchased . 1 
out of your Readjustment Allowance^ It^Jrovid^s short-term' 

, coverage for the critical period between yoUr termination 
and enrollment ii? a permanent group*health planet home* ' 

.However, you must apply and pay for this insurance prior to your 
termination or special leave. You can* authorize the ACTION . 
finance office to deduct the applicable" premium from your re^- 
adjustment allowance provided you apply *t least -60 days^ m ' 

prior to termination or special leave-,. See the 4PCQ/Administra- ; 
tion to obtain the form/ 

This Manual has been designed for PCVs by'VcVs to fagilitat^ 
the COS activities. It presents a basic outline of th$ forms 
to be filled out 9-nd the procedures to be followed^ in order to 
be released froip Peace Corps, It also contains information * 
which especially^concerns PCVs who are COSihg, * Please. note 
that, the first % forms and procedures lisfedf require that you* 
begin processing at lea^t 60, days in advance of your COS date*. . J 
► This* is true because these procedures > are time consuming and/or ' 
require PC/L to contact PC/Yt, for its asBistajipie If^jfau have 
any questions- concerning- th& forms and -procedures , -.consult 
with the APCI>/ Administration , - ' 

, *• - , 

It mus£ be emphasized that the procedures cont'ainied irr 
this Manual a£e s subj*ct 'to some modification by PC/L and/or 
by th^ other agencifes involved in the * ptf&cess, However', the* 
basic' format should! apt as a guicle, % ' „ « V" 

^ A V 
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(Sample: taken from "Ay-Manual ot Completion of Service... 
* PC/tiberia, 198t>> ' . 
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Advance Information . . * 

In all the field test?, accurate advance information to * 
participants was cited as. critical to getting the workshop^ 
started o£f <Sn the right fo6t. Six to- eight w$eks before 
t:he Rrogram send out a'brief description of .the workshop 
to t^hose who plan to attend. This description 4 should include 
the? general rationale and goals as well as information about 
time/length of sessions and the location. Registration- 
instructions and time participants will bg expected to 
arrive are also important information; If you are using 
this as an announcement/invitation <for participants be 
sure to clearly state, whether. attendance 'is voluntary or 
mandatory. It must also be made cle^ar that, once at the 
workshop, participant^ will be, expected to attend all 
sessions. This point may be emphasized by mentioning that 
es£ch session of the workshop builds from the one that precedes 
it. So what is learned in Session I will also be useful 
in later sessions, • > 

. t It will also be useful to identify thosewho will be 
conducting the workshop and to establish a contact to 
re&po'nd to requests for additional information, 

/ This is also the time to begin to set the climate^for 
Ifhe workshop. Participants should be made aware that: 

(1) jChey will be doing a lot of work; 

v \ m 

(2) the exercises in tlje workshop will be directed at 
helping them make the transition from host , 
country back to the U,S,; 

(3) they can view this as a "staging" for going* -home , 
similar to the one they had before coming to the 

' host country; , \ 

a * ■ 

, 

(4) the workshop will ftociis on helping them' identify 
» the skills they have developed during their PC 

experience which will assist them in the transition 
back home and which will be the basis for their) 
vocational fanning, ^ 

(5) this will give them an opportunity to reflect on 
their PC experience in preparation for sharing 

x ideas about PC and development at home* 

f F 

You should * include any % materials which volunteers " 
should review or complete prior to their arrival. This can 
be *a great time saver to a workshop that is cramped for time. 
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* ■ , CONDUCTING THE WORKS HOP t ■< w - / 

r-s 1 ■ : / 7 

, The following suggestions should bd* considered * ^ 
as you be£in to. plan for the workshop. r " - * ^ 

Timing v . . 

This workshop is intended to give assistance to volunteers 
sjooh -to terminate" their service. The best time is 2-3 * , 

-months before theii* COS, " Around this time they begin to 
think ahead about finding a job, making trav.el plans t 
, family reunions^ $tc, t 

i > 

In the pilot workshops, tiie timing of the workshop was 
an important if not critical variable for the success of 
^he training, A workshop of this sort within only a r 

"few weeks to a month before departure is too latG tcr-^iv^- 
full consideration to p the leaving pf-ocess' 1 1 does not allow ample 
time for reflection about the PC experience or forwriting \, 

' resumes and considering vocational goals. The closer , ' 

COS and departure get to be and the more the volunteer^becomes* 

invoJUved ia the log^iics o£ finishing projects, making j 

travel plans t packing and shipping personal "effects, the less 

time and inclination they have to reflect *on the whole 

process. On the other hand t conducting the re-entry 

related sessions of -this workshop too early - 6 months or 

more before COS - would not Coincide with the volunteer's 

interests at th^t pointv You may *vish to consider doing 

the vocational planning activities around writing, a resume 

and applying to schools, as early; a? mid-service ,in conjunction 

with a regular in-service conference, , ' 

J 

Location - • 

You will need a large meeting room an4 depending on 
the slise of your group, you may also need two smaller -rooms 
for small group work* 

The setting will also be important. If . you choose a 
beach location you will- have to contend with getting people" 
out of the sun/sa^d/water aivd back^to work. An urban setting 
may* provide other distractions, Plairi or fancy?- This will 
depend on your budget and your own sense of whence "Peace Co^ps" 
conferences should be held. Whatever location 'you choose 
. it chould be as comfortable as possible so participailts 
are not concerned with "surviving and ciopiog" during the 
workshop, ;> Avs&U^le time is limited during the worksh6p. 
In selecting affeite consider the "time lost* factor in 
faking care of l life activities such as getting food, bathing 
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Location - cont. A . % * 

* * * 

aod sleeping as critical* .The atmosphere, of the training 
site directly eff ects participjaffts* attendance and -attitude. 
If they have to spend time 'copihg with the* facilities, tliey 



are less 1-ikely to spendtime productively during the i 
workshop,") * 

Group Size 



( j 



The*optimum number of people for a workshop of this 
sort seemg to range from about 12 to 25, If the g^oup size 
is > too jsmall* the sharing ^sessions become Tr frtcestu6us' T , If 
the. group size is too large, the facilitators' do not £ave ■ 
enough time during the sessions to offer individual assistance, 
especially Iter the sessions identifying skills, defining a 
job .objective, and writing a resume. If the terminating 
group is larger than 25 you*may want to add co-t rain ea^ for 
each 10 persons, 'or you may want to consider running s£ 
series of small workshops, . %■ ■ 

ideally, workshop groups should be made up of volunteers * 
from the same program so that the exercises Involved in 
debriefing can'be most helpful, 

r 

Facilitators ' 

*" It is bflfst to have^ two facilitators working ,with this 
program, , Sometimes during small _giy>up activities several of 
the sm^ll groups will need assistance of a facilitator, 
especially if the/groupas having difficulty. Once an 
"activity is explained and the exercise begins, the facilitators 
"float 11 from 'group to group or individual to^individual to 
c&eck that the activity is moving smoothly and help if 
necessary, v " One person cannot |qovw? all groups effectively, 1 
Duning the vocational plannjng^tctivities many individuals 
may request personalized assistance. One facilitator 
, cannot provide effective aid to more than 8-10^individuals 
dicing a session. It is essential^ to* have the support of * * 
a^j/iler* facilitator for redesign, to share tlto load and 
to provide alternatives to h^hdling problem situations* 

As k a facilitator, you may want to prepare 3x5 cards 
with cues anef notes to carry around, rather than juggle this 
big notebook *while conducting an exercise". 

The facilitators are the key to the workshop. The 
facilitators create the atmosphere, set the tone and help 
participants '^achieve maximum benefit from the activities. 
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Cdnducting the. Workshop - cont.. 



tlowever, In the introductory sessibs, the facilitators should make 
* clear to the' participants tha^ each 'person gets out* of the 
- workshop whatever tfre^ put into it, ,\ ' 

ggssiong * . 

'* * * V / ' v ■ ' * 

As part of the* f1 totfe", it is important to*give a clear 
but, con'cise overview of- the workshop - what". foe 1 re doing, 
where we'r£ going, and why - ^and while conducting the 
* session to take a few minutes to explaitt^aii exercise ^ 
fc the, direction of the -exercise aSxd how they can benefit from . " 
it, W.e have included ootes to show you how to do- this", 

* ■ . ■ . * 

Materials ■ ' 



In addition to copies of th6 handouts / for each, session 
you should have on hand" the following 'materials^ 

• marker" pens - 2 dozen, of assorted colors ' 

• newsprint, butchex paper, or whatever large paper s 

you can find to 'use for flip charts and some of the . ' J 
drawing and recording exercises,. -^J (in Morocco 
: we used brown wrapping-paper frofn GSA) - * * 

• tape preferably masking tape * ' , - - ; 
* • pencils for each participant * * 

v note paper/notfebook. (see Journals be!ow> -f^ 

Journals /Handouts * 

The materials the participants take from the workshop , 4 

shoiild be useful as references when they u£e them back on 
their site or after they haya returned to the U,S, 

- In* deference to the shipping weight limitations we've 
kept the number and length of handouts to a minimum*. You 
may want to keep this in mind if you -ate including additional 
material, \ "* 

Notebooks, used as personal journaisv, offer* the participant 
a cha*cfe to record thoughts, insights, or no£es th'^t he/she ^ . 
finds relevant and useful* Participants should have an 
opportunity at the end of' each day ^to write in the journal, 

Energi^ers ( " , - . . 

These non-verb^t. "exercises should be used at the beginning 
of nearly every session. The list which .follows describes a 
variety of activities which can be used to wake-up or focu6 
a group,. 
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. ENERGIZERS 



* "\ ISnergizers are short exercises meant to Wake people 
up, create/ change A .mood and/or focus, people'^ attention *on" ' 
you a^you direct them to the next activity, / * ■ ' 

The tenergizers listed here^are only, suggestions , If you , 
iJiave others use them. It is important* ttf choose exercises - 
with which you are" comfortable and which best serve-your purpose, 

■ V" * y 

The trainer must be lively atfd encouraging in order" to 
set the proper tone and environment for the participants to 
be willing to participate* 

Energizers >are- usually most €imely at the beginning of 
sessions or exercises an£ are also useful as a J'break 11 activity. 



Tapping 

Ask participants to stand-up and stretch their hands 
as high as they can above' their heads. Then,, with their open 
palm ask them to begi/i tapping their head, first at the top, 
then all over - ears, cheeks - then move gradually to their 
shoulders, stretch, to their backs as far as they can reach, then 
to their chests, listetfing this 'time - tapping the chest harder, 
then to the stomach, each leg and finally all the way back up 
the body ending with a yell, ^ 

Buzz-Tizz 

* ; * 

Form small groups of 5-7 people. Count around the group. 
When you come to ^a number with 5 in it, or any multiple of 5* 
you say fr BUZZ' f ,' When you come to any number with 7 or a multiple 
of 7, you say "FIZZ". If, you come to a combination number - * 
35 for example, it has a 5 and i,t is a multiple of" 7, you say 
,T BUZZ-FIZZ" , If you make a mistake, begin again j^t 1, 
The first group to reach 50 wins, ' 

The Big Chair 



Ask participants to. stand up and form a close circle, 
facing-, back to front,' 'Ask them to put their hands on the shoulders 
of the person *in frorxt of them and massage his/her neck and , 
shoulder vigorously for. a few moments. Then, ask them to bend 
slowly at the knees until they can feel' the-back of the person's 
knees In front^sf them, and then stand. Slowly again, ,ask 
them to bend their knees again like they , are sitting down in 
a chair, sitting on tjj^knees of the person behind them. This forms 
a big chair, each persfin" sitting on the knees of the person behind 
them. After a few moments^ som^gne usually- looses balance and 
the cha'lr collapses^ ^4 
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Energiaers - cont f > * 

Knots > ■ + > ' * v" 

* " Divide the large groupinto smaller groups of 5 to 7 people. 
Have e v acri group form 'a circle facing inward/ Ask e$ch parti- 
cipant t*o re^idh across the circle with their right 'hand and - 
take the -right hand of the person opposite them/ .Ask them to *y 

;,do> the same wi£& their left hand, grasping the left hand of 
2l xiif^erent person. Now, without letting go of each other's' 
hands, ask them to untangle themselves so that they forte a 
circle of people holding hands. They will not necessarily all 
be -facirig the same direction, 

* * * * 

- Partner Push * 

<\ * , • 

Ask pai^icipants to stand up an^d face a partner, legs 
* far apart, I^ave .them place their outstretched palms against 
each other and try -to push each, other over. This is impossible 
to do if they ares doing it* rights 

Tug* of liar ' / */ * 

^^^^^^^^^^^^^^^^^^^ » 

Participants divide into two teams and, using an imaginary 
rope, pull as hard as they can in opposite directions. 



Mirroring 



Partners A and B face each other. A, begins a movement * 
such as making a fade or moving arms*. Slowly, B mirrors the. exact 
movement After a while, call for B to initiate the action 
while' A does the reflecting.- 

Yoga Bi*eath-of-Fire 

— r 

Individuals st^nd at ease. Following the leader's movements, 
they move through the following steps-* v # 

- Legs shoulder-length apart, with knees somewhat bent. 

- Make fists with hands and place on chesty elbows' 

horizontal to w floor, ^ 

- Inhale — , arnfl* go straight out to side, 

- Exhale — arms pulled back to chest position, 

- Begin rapid (breath-of-f ire ) breathing, * , 
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Have participants sit in a circle facing inward. Leader 
turns his head to person on right and "sends" him * the wora # -"Zoom H 
The receiver then turns to the person on his rigjht an4 does -the f 
same thing, until it makes a complete circle.' Leader can make it 
go faster, ask the participants to M Do it with anger; 11 "Do it 
sexy;" "Da it whispering," To end the circle, leader says ^!Zilch. M 
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Sharin g * ■ 

— * E - 

t . ■ 

Many of -the activities involve sharing with a partner . ^ . 
or a- smalL groups You may 'be -asked:- "Why so much sharing?* 
■A response is that sometimes yqu get a Jlilfepent perspective 
about & concern or thought when- you veipaliae it or heg,r*4t . 
rep6a*ted back from other people*'" The jurpbse of sharing is- 
to add dimensions, try to rftafce people "stretch" and to get 
help, and suggestions frJtn one? another, . ,Part of t^e skill 
of re-entry is the use of * others as resouAjes for -suoooyt 
and ideas. The workshop he^ps devdloo this ability* 

* ■ * 

It is up * to p the facilitator to cre£te~an atmosohere- of 
trust and r\on- judgement that will -encourage petiple to -feel m 
free to express themselves. In any case , early on thS-' V 
facilitator encourages people to share with each other, ■ 
but only to the degree that" each is willing to share, ; / ■* 



Daily Evaluation ^ i ^ x # 

As a way of checking- out how the workshop is going 
and of getting information regarding possible "a.djusitments 
for the design £bme fprm o'f daily evaluation 'shtmld be V 
conducted, £he methods* suggested below are quick - 1 
5- minute - exercises that may be useful for this purpose, ^ 

1, Pluses and Wishes K 

• Ask participants to take out a frlank piece of 
paper and. draw avline down the middle of it-; 
label one of the columns "pluses" and t£e other 
"Wishes"/ 4 ' 

Note: as they do this the trainer should demon- 
strate using newsprint. The trainer may also 
record his/her pluses and wishes on the flip 
chart as a demonstrations * 

/Ask participants to record their comments on , - 
the day in the appropriate column and then 
H hand 'thfem iri as they leave thp session," 

„ « 2, Open Ended Statements 

- w ■ v 

Th^s exercise may provide more structure to the * 
daily sessions evaluation, particularly if partici- 
pants have difficulty warming up'to Tt )Vishes and 
Pluses , *' * " *• 

( • JVsk ^participants to respond in writing, or verbally' 
to the following questions: 
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Daily Evaluation - cont. 

- I have 1 gained the following: ' "v, ■ 

-rtl still have the following' unanswered questions:— 

^■^iThe following should be discussed or covered in 
future sessions: 



~**This session w&s (respond to all that apply) 

" informative h . * ' ' ■ , 

a-rehash ^ 

_ motivating *- - * 

* too .little in too much time - ; ~ ✓ 

unnecessary " * , , 

valuable - , ■ , : v 

* a waste of time * . - ^ \\ 

. ; too much in too short a jtime/->* v 

right' amount for the time' 

_j otber(s) ^ ^> 

The trainer may also use similar activities at the 
beginning of the day's sessions. , In this ;case th$ 
structure might include several items or a sheet of 
newsprint to which participants respond veybally in 
the large group. Examples: (select 2 or: 3) 

- Yesterday was - - : 

- Today I hope " . 

- The most important thing. I learned- yesterday was 



- If I had a choice I'd rather be 



- On a scale of 1 to 10 yesterday 'was 



Format. 



:-23-;j.. ; 



- Each session . desi 
directed at the goals 
provided in the design 




one .or more exercises 
ion. The* information.' 



1, S^ssiOh/Exercise Title • ' ^ ^ 

2, Total Time required to complete session/exercise . 

3, Overview statement describing purpose of session/exercise, 

# 

4 ' 

4, Prpcedures and Activities - sequenced and timed " - 
steps which describe what trainer and participants 
are required to do at a particular point in <the 
workshop, * * 

5, Materials required K 

k - jr 

6, Trainer 'Notes : Special instructions relevant to a 

particular session oij exercise, v . - 
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Review/Study th^iforkshop Guidelines 



■ r 



Even though v ^ach session is described in- detail it will * ■ 
be necessary foi* you and any co-staff to jarefully review 
the entire design .to 'assure that there is understanding x . 
of the overall sequence of activities arid 6f specific ' ^ f 
trainer activitiesifre.sponsibilities for each session,* la 
reviewing the design for each session you should- do the following; 

1) Review the trainer and participant materials* , 

* ** - 

,2) Review the purpese/goals of each session and determine 
the relationship of -the session to the previous one, 
subsequent sessions, and the total course, 

3) Prepare session/exercise' goals/objectives on " 
, flip ct\art. Note; . Write the&e in your own words"? 
.rather than copying verbatim from the guidelines, 

• 4) Be sure that all the materials are prepared, equipment-' 
. *' is working, and that the sp^ce needed is properly 
set up. for the training, ^ ^ 

- Prepare flip charts before the sessions, if an 

easel is not available, paper may be tacked, or taped 
*' to* the -wall, ' ' , 
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; i f * Presenting the sessions -cont . 

* Prepare any lecture notes required— keep these 
\ ^ ■ to a minimum. 

Gather copies of all handouts and worksheets 

^- « • 5) \ Review, the*sequ£nce of activities, the points to, 

^ - . be^di^cussed, and materials ^several times befoxe 

* * the session to become thoroughly familiar with 
* %9mm 7 - " the session and its content, 

t - 
6> Assign ^sbared responsibilities of co-*trainers . 

7) During the presentation, -keep in mind the structure 
* 4 'of the session, £,e,,, introduction, major points, 

* ■ summary, ^ f * ' „ * 

If you are not*conf icient of your owji knowledge i-n the ^ 
content of one of**the sessions, the .resources in the § 
- ■ " discuses ionTguides ^s well as the bibliographic material . 

citScl 'will be useful, " it is % also 'important that* someone be 
T available to respond to 'Peace Corps administrativfi^policy * 
% \ concerns relftteji to COS, . St^ff phot^ld also be prepared 
* . -j, to describe tlie support services available to RPCV f s after 

* . they return home," The "Fonrien. Volunteer^ Servic^srftesource /, 

Mantial" contains mosVof the information needed to ^ T 
p describe ;these support services, 

^ Adding to *the Given Design 

"* Hot included in the design description are exereises 

relating tp "Energizers" 6r*"l)aily Evaluation 11 \ However, 
/ /" * according to the trainer's .own sense of the group f S' \ ** 
energy level and available tijne each day should begin ,with 
, some sort of energizer, and, end with a brief evaluation r> 
activity'. The trainer wili also want to include 
, ' / enexgizers at 1 other points in the workshop sucli as after 

lun£h, 1 mid-afternoon, or at the beginning of a new session,' 
Suggested "Energizers'' and "Daily' Evaluations" weVe outlined 
w * previously on pag*s 17-18 ,and 19 respectively," 

* + 
Sequence for Session/Exercises 

For each session/exercise the trainer should: 

Lead Energizer - if appropriate/needed 
' • Explain purpose of the session/exercise 
• Review specific goals and objectives ^ 
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■ - * ] * # Summarize *major activities contained in session/exercise 

h " / • Conducts activity - lecture, worksheet, or discussions 
7""^ using materials proyidejd * L 

Summarize the session to review main points 
i \ and emphasize linkages to previous a nd forthcoming 
sessions 

• Provide time for participants to record* in journals 
\ k * • Conduot "Dally Evaluation" 

Remember the time allotted for each activity is 
approximate . More or less time may be required or desired 
depending on group size and needs* While Soma flexibility 
*^is "built-in", scheduling should allow for adequate 
^ y L Coverage of all activities in each session, fl < - 
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WORDS ABOUT TRANSITIONS 



One key to any^ training program ''hanging together" is 
the participants understanding of how the pieces (i-e, "sessions 
and exercises) fit together. 

It is important to bridge each exercise and/or session 
with th6 one(s) that precede and fallow it. These transitions 
* are done simply by summarizing what has already happened/been 
accomplished: ' * 

Thus far we've had a chance to get to know each other, review the 
goals of the workshop, and reach agreement on what we might 
expect from the workshop... 



Then Jink it ,to; what is going t^> happen. 



. t ..as we said in the discussion on goals and as you listed 
in- your expectations, one of the areas we want to cover is 
leaving/reviewing your PC experience. At this point in the 
workshop we want to* give you an opportunity to review your 
individual and collective accomplishments during your PC. ■ 
work, 



And link, to future 



sessions or^activities. 



^ In addition to being helpful in managing your leaving 
* PC/fcountry) this session wpll also generate useful * 

dath-that we'll use in the session preparing resumes and or 
development education back home. 
. * + 

Each session/ exercise^, needs to he explained with these* 
linkages Xn mind. As you prepare to introduce individual 
activities take a few moments to determine what these transitions 
are. fc and which ones you need to highlight as you explain the goals 
of *each activity. 
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COS WORKSHOP SCHEDULE 



J S 



DAY I - morning 



Session I - Welcome, Expectations, & Getting Acquainted (Total Time: 



& Getting Acquainted 
Exercise I*- Workshop Overview 
Exeycise II - What's In a Name 

* ■ ■ 

'Exercise III - Expectations 
Exercise IV - Working Together 
■BREAK 

Session II ~ Reviewing the Peace Corps 
Experience 

Exercise I - Coat of Arms.- ^ 

afternoon 4 



Session III - Values, Skills anjj Resumes * > 

.4 

Exercise I - Identifying Work Values 
Exercise II- Skill Identification 
Exercise III - Writing Job Objectives 
BR^AK _ 

Exercise 'IV - Developing a One-Page Resume 

Afternoon ; jfc; * 

Session IV - Getting a Job 
■ * 

t Exercise I - Contacts, Interviews and 
Morale 

Exercise II - Tips and Strategies 
' BREAK * t 32 



2 hours) 

35 minutes > 

30 minutes 

30 minutes . 

ZO minutes ■ 

15 minutes 

(Total time: 
3-4 hours) 

60 minutes 



Exercise II - The Volunteer and Development 90 minutes 
BREAK 15 minutes 
Exercise III - Learning from Success 90 minutes 
DAY 2 - morning - fc ; . 



(Total Time: 
3 hours) 
50 minutes " 

-60 minutes 

30 minutes 

15 minutes 

<■ 

70-90 minutes 
(may run into 1 
afternoon) 



(Total Time: 
2 hours) 

1 hour 

1 .hour 

15 minutes 



Workshop Schedule - Continuted 



DAY'Z - afternoon '- coatinuted ^ 

Session V - Reviewing the PC program 

* * 

(OPTION: This may be scheduled as an evening 
Session if afternoon sjsetns too long) 

/ * 

/ fl&Y 3 - morning ; 



(Total Time: 
hours) 



/ Session VI - Preparing for Re-entry 
Exercise I - Guided Fantasy 
Exercise II - Moving^ On 
BREAK 

Exercise III -4te-entry Concerns /Probrems/ 
* Resolutions 

< afternoon 



(Total Time: 
4% hours) 
25 minutes. 

60 minutes 

15. minutes 

90 minutes 



Exercise IV - Educating the Folks Back Home 
Session VII - Nuts & Bolts* , Forms & Procedure^ 



90 minutes, 
i-lH hours 



^7 
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SES5I0N I 

* 

* WELCOME, EXPECTATIONS , & GETTING ACQlfAtNTEfi 

*» 

Total Time : 1 3/4 - 2 hours', depending on size 'of group 
. ' - Goals: ^ 

• / To provide an overview of the workshop goals 

and activities 

• To share expectations 

• To begin the process of leaving the host country 

• To provide an opportunity for facilitators^ atid 
participants to become better acquainted 

. Overview : ' . 

The beginning session is critical to establishing the 
climate for the workshop and assuring that everyone under- 
stands the intended outcomes; tSe methods of training; and 
the ground rules for the conduct of the workshop. It is , 
also, the time fot people to get acquainted Even if 
they have met before, it is helpful to have participants 
re-introduce themselv€Sr in some way that is relevant to * 
the workshop* < 

•Exercises: 

1. Workshop Overview/Goals f 

2. "What's in a Name" 

3. Expectations * * 

4. Working. Togther 
Materials : 

, • Flip charts, marker pens, tape 

• Handouts: < pencils * 

part icipant notebooks 
"What's in a Name" 
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SfiSSION I 



EXERCISE I - Workshop Overview . 

Total Time : 3$ minutes * - ■ 

Overview : ^ ' ^ 

The purpose of this exercise i& to introduce the 
trainers and other staff and to provide a brief review 
of purpose and;goals oi* the -workshop. 



Procedures 

Time 

Welcome 
5 rain. 



Overview 
10 rain. 



Activities, 



V, 



1, Welcome and 



Gett 
^f7 



ing Acquainted - 



Introduce yourseK and welcome participants 
to the workshop. Introduce any persons 
responsible for the workshop (sponsors., etc) 
and provide an opportunity for them to 
welcome participants, 

^ . 
2. Workshop Overview - la the description 
of the workshop the following poiiits may 
b^ made: , 



Fdr the most part this workshop is gust a "staging" 
for your trip bat& to another* country with a culture 
that i& different from the one in which you've been 
living for the last 2 or 3 years. The major 
difference now is that you have a bag of skills tc? 
to Use in adapting to the country and culture 
of the U,$, We hope this*workshop will help you 
focus on those skills and how they may be applied 
to your transition back home - including getting 
back to school^ finding a gobj as 'well as relating 
your PC experience to friend* and relations^ etc. 

Attendance at all the sessions is important since 
the work we'll do in the earlier sessions will be 
used in some of the later sessions, We*ve tried 
to design the workshop so it flows logically and 
so the sessions build on each other. 

Use the notebooks as a journal to record filings $ou 
want to remember and be able to itse later. Those * 
notes oblong with the materials we will give you 
will provide you with a reference book that we hope 
will be useful to you once you get back to the U,$, 
and unpack it from your freight, . c 
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Exercis e I - Overview - cont- 

20 min. 3, Workshop Goals/Schedule - Briefly review 

goals/schedule the goals of the workshop and explain the 
on 4 flip chart sequence of the sessions. Workshop goals and 

the titles and sequence of sessions should be 
displayed on a flip chart for this presentation. 

Put on flip chart the following (use your 

own words) 

Goals 

i "TT^Futting closure on your PC experience 

b) Looking at your and PC's role in development 

c) Preparing for re-entry - what to expect and 
how to minimize the stress of going hortie 

d) Preparing to share jfour PC work through 
development education (PC Goal #3 - sharing 

- the PC experience, educating the public about 
development and integrating the experience 
into your future life) 
' e) Time out to examine in a structured way 
~ ' • where you are in your life and where you 

- * are/would like to be going # 

f) Identifying- clearly your major skill/ interest 
' g) Waiting a resume - things to consider 

h) Getting the job/position you want 

i) Some of the "nitty gritty 11 about termination - 
tickets, packing and shipping, paperwork, etc, 

j) Reviewing the PC ( country ) program 




37 



-34* 



SESSION I 



EXERCISE II - What's in a Naffie 

Total Time : 30 minutes % , 
Objectives : 

• - To allow participants to, get acqij&Pted, 

• To get people talking, 

• To begin building a scaring atmosphere/ 
Overview : . 

This exercise gives participants an opportunity to 
get to know each other. Even if they have met/worked 
together before, this activity allows them to get reconnected 
and begins to get them talking and interacting. 

This exercise is the first in which the participants share 
something about themselves. The design suggested here is, 
therefore, fairly simple- and doesn't involve a lot of risk. 
You may choose another exercise witljt which you are more 
comfortable and gets at the same goals. 



Procedures : 

Introduction 

Set-up 

5 min, 

25 min. 
Small group 
Distribute 
"ghat's in a 
Name 11 y 



Activities 

1, Introduce exercise by stating the purpose 
and asking participants to divide into groups 
of 4-6 people, * * 

2, After groups are divided, distribute the 
handout "What's in a Name 11 , 

/ am going to ask you to do some, shaving about your 
name. Take a took at this sheet. It has some t 
queetibne about your name such ae; Bow did you 
get your first nam&? Do you have any stories 
related to yfiur name* etc* ^t^^zck person 
take about 4-5 minutes and *balk\ little about 
your name keeping these questions in^mind. This 
will give ue a ctexnce tg get acquainted again m 
and to begin to establish a sharing atmosphere; 

You may join' one of the groups as a participant 
after you have set up the exeVcisQ and are sure 
the groups are working well. 
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SESSION I 



Exercise II - "What's in a Name" - cont. 



Time 
Che ck 

Summary 
5 min* 



hey th$ groups know* when 5 minutes are left 
for completing the exercise, 

3. # Ask group to 1 share some of the interesting 
"stories" about names . i 
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NOT? TO TRAINERS : — ^ . ' ■ 

Listed below^£re five possible introduction ejferfcises 
that can be used. The trainer may prefer tq use another 
exercise that^ will* accomplish ^tie same purpose, 

1) Dya d and Quartet < ■ 

Each person meets^ahd,gets to know one other person; 
he/she, in turn, introduces his/her partner to -another <$y^d, 

2) Depth Unfolding Process \ * * " 

Because it .takes five minutes per person, this exercisfc" 
should be done in small groups, "The pleader should 
disclose first to make trainees more comfortable,, " * 

* ■ ■ 

In the first three minutes, tell what has t brought- yoy 
to thisr. point in your life. Use one minu|e^ to describe 
your happiest moment ^as a Peace Corps volunteer.' tfce 
the last minute tp answer questions from others* . * 

3) Structured Introductions , 

In dyads, sniall groups, or in the large group, participants 
can talk about their happiest moments, write a 
^goodbye letter to host country friends, Write a' press * 
release about tfreir return to, the U,S, 

4) ■ Life Map * / - 

Each person draws on newsprint with crayon^ or magic { 
marker a picture of his/her Peace Corps experience, L 
using stick figures and symbols, 

^ 5) Sentence Completion 

The trainer presents a series gf unfinished sentences,' 
asking each group member in turn to complete tl\e . 
statement, , > . . 

Example: 

One of the things I like best about my Peace Corps, 

, experience is ^ 

* * 
The thing I will miss most is . •. . . . , 
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SESSION I . 




EXERCISE - Jixp'e'ctat ions 

Total Time : 30 minutes 

Overview : • ^ / \ s 

The purpose of this exercisers to prcCvid^ each traioee 
with the opportunity to identify and clarify his/iiar owji goals 
and interests for the workshop. It also "plfovicles an\ oppor- 
tunity to match participant goals with. .the conteht ,of the work- 
shop and to negotiate any inconsistencies- which may exist. 



Procedures : 
Time 



Introduction 
5 m'in. 

Put items on 
11 ip chart 



* Tteport^ng 
\ ^Expect at ions 
V 20 min. 



<$I£tch 

expectations 
to Goals 
5 rpin K . 



Summary & . 
Transition 



insider 



Activities 



1, Explain purpose of exercise then ask 
participants to write in their notebooks tHfe 
expectations they hatf£ i4 'for the workshop. 
Expectations may include things they want: 

- to know * 
r tq have given to them 

-to have happen/not happen 

- the facilitators to do/be 

- the other participants to do/be 
- ^o be able to ay . 



Encourage them to write quickly , and to try to 
record as itiany* items as possible/ Allow no 
more than 5 minutes tor this activity: 

2, Ask participants to share theit expectations * 
with the large group - ^one participant giving 
one expectation which has not beep statecj before, 

' Get at lfeast one statemelfct^f rom each participant, 

■ Record each item on newsprint/ flip chartV*-^ 

* — ' " £ '5 - V 

Take a few minutes to review th£ %ist of 
expectations. Comment *and eliminate those 
that the workshop efannot Ijope to address,* Account 
for all expectations^ liste^dy/ Those tftat are " 
not papt of the agenda m^y *tfe meVcfep^nding on J 
• ingenuity of facilitator^ Do not leave group 
with a list of expectations the facilitator or 
the program cannot meet, * > 

* * 
4, Mov,e from this exercise directly \nto the 
''Working Together' 1 exercise. You may want tq 
combine th'e two- and describe- the items under 
'organisation as 'some Of the expectations you 
have as a facilitator, / * 
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SESSION I 



EXERCISE IV *- Working together 



Total Time: 



Objectives : 



20 minutes 



• To present and discuss the administrivia re: time, , 
* . - ' coffee/tea breaks, housekeeping issues, travel 

^ vouchers, per diem/ etc. 

• To reach agreement regarding ground rules abtfut 
1 ' attendance, participation 

• To clarify. 'role, of trainer and participants , % 

Overview' : - • • ■ \ 

This exercise is focused towards reaching agreement on 
the ground rules for how workshop participants and staff will 
work together. It is also an^opportunity for trainers to 
clarify their roles and expectations, * f 



Procedures : 

Time* 
Introduction 

i 

Mechanics v 
FaciTHties 
^^ain. 



Giwund 
Rules 
5 min. 



Activities > 



1. 
,2. 



Review, purpose- and objectives of exercise 

Present and discuss appropriate points * 
regardiog the "mj&chanj-crs" of workshop 
including: 

. , - starting/stbpping tiipes 

- break/meal time 

- procedures re: meals * * 

- facilities.- res,trooms, pool, offices, etc., * 

3, Give some general rules about the workshop, 
* * * 

- Attendance - no coming & going, arrive oxt time 

- Participation - The more you give the more 
you get, •etc. 

. b - - Listening - Allow & encourage each person * 
to speak fully before the next persoij *} 
begins talking. * * 

- Importance of keeping, on sche^ile.* 

4 ;4, Discuss the group norms which will help 
the workshop be a success. 



Norms 
5 min.- 



Exercise IV - Working Together - cont.* 



SESSION I 



* 




- Need to trust the process ^nd- trainer.* 
-''Push yourself « stretch even though it 

may be uncomfortable <- that f s part of 
the learning process. * 

- If you want to pass during any exercise 
you have that right. 

- Avoid being judgmental with others 1 
contributions * ' / 

-'etc. . ■ * 



Trainer 5. Outline any expectations, you ftave as a trainer 

Expectations as well as the role you Wish to /assume 

Role ~\ Responsibilities may include: 

5 min. N i +\ P . 

- providing structure/instruction 

- introduce each activity and assist in 
it f s completion ^ . 

- monitor group energy t 

- manage how the gro/ip works ' . 

- probe/push/facilitate the process #f 
"looking within'* \ 

- drin^/have fun/generally'jenjoy the experience 

Summary * 6. Summarize the activity by emphasizing that 

■ ■> i% the workshop is really directed at helping . 

* participants realize that they have many, 

of the skills and information needed* to 1 

[ meet the challenge'of leaving v and re-entry. 

The purpose of this. experience , * 
i is to identify those skills ^nd apply 
to the situation/problems anticipated 
in the COS process. Doing so requires 

* ^ an atmosphere in which self-examination 

and experimentation $an taft§ place ~ and 
where we* can all be resources to one 
another. \ ' m 
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SESSION I 
Handout 



WHAT 1 S IN .A NAME 



Our names are one of \ the most distinguishing characteristics 
of who we are* Share witfh the group some of the reasons why 
your name is special* * 



Some 



hings you might wish to. share: 

'Do you like your name? Why or why not? 

How did you get your first name? 

t 

Does your narae(s) have any meaning? 
What is the origin of your last name? 
Famous (or infamous) ancestors? ■ 
Funny stories, incidents related to your name? 
Anything else you may wish to share 



PS 



f 
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SESSION n 
REVIEWING THE PEACE CORPS EXPERIENCE 



' Total Time r 3-4 hours ^depending on size of the group 
Goals; 



iepend 



• To provide an opportunity to explore the feelings 
and thoughts associated with closing out PCHservice* 

• To develop information which will be used in later 
actiyities of the workshop, ^ * 

• To identify accomplishments on a individual, program, 
-and country basis and evaluate those accomplishments 
against personal and Peace* Corps goals, 

1 * 
Overview : / 

, ' r 

The purpose of this session is to begin the process of 
reviewing the PCV/s experience with regard to their sense of 
their accomplishments and feelings on leaving the host country. 
Some feelings and accomplishment statements will come up in 
the ft Coat of Arms 11 exercise. Other accomplishments will be 
noted in the "Volunteers in Development", The exercise of * 
■'Learning from Success 11 which reviews accomplishments will be 
useful in later discussions regarding resumes and development 
education, 

, 

The rationale for the "Volunteer in Development 11 is based 
on the assumption that PCV's often find it difficult to 
identify individual contributions or accomplishments. In fact 
they may be feeing particularly unaccomplished. The "Volunteer 
in Development" exercise is directed towards assisting the * 
volunteer io not only ,get in touch with his/her accomplishments 
but to also identify with the collective accomplishments of- 
a particular project and of the entire PC program in-country, * 

The "Learning from Success" exercise- use,s these accomplish- 
ments to begin the development of goals and skills/which will 
be used in the development of resume and planniir^the job 
search, 

^ All of the exercises in this session are directed at 
assisting the volunteer to be able to stand back from 
his/her PC experience, to gain perspective about it, as well rs 
to becomelmore articulate in explaining his/her role iif 
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■ 

J* 

Session II - Reviewing the PC Experience - cont* 

development to others, A volunteers inability to be articulate 
about the Pea&e Corpfe experience and its importance to him/her 
personally is a^limiting factor in making the re-entry 
transition a smooth one. This inability hurts employment 
chances as well as diminishing the RPCV f s sense of accomplish- 
ment. It is therefore important that this review be done 
well* 4 

c 

Exercises : 

1. Coat of Arms: Reviewing the PC Experience 

m 2. Volunteer in Development: Worksheet and Discussion 

3, Learning from Success: Worksheet 

Material s : 

Worksheets : 

Coat of Arms ' 
Volunteer in- Development 
Learning f ront\§uccess 
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SESfelON 



EXERCISE I - Coat of JVrms 



Total Time : 1 hour 
Overview: ' 



It is important in this session to help participants 
focus on both the thought* and the feelings they have about 
leaving their Peace Corps experience, and about going back 
to the U,S, Exercises like the Coat of Argis-*helps do this 
because participants use both words - which describe thoughts - 
and pictures - which describe feelings . 

Procedures : 

Time Activity 

IntilDduction 1, Explain purpose/objectives of exercise, 

15 nun, 

> 2, Distribute the "Coat of Arms" worksheet 

Prepare a copy of the tf Coat of Arms" on a 
flip chart and instruct group by labeling 
sections &s follows: 

a. In Section #2, draw a picture of the most 
important Hhing** you will take ba&k home with 
you from th$ host country. 

b, In Section #2, identify 2 persons (first name 

* only) who have influenced you the most during the * 

past two years, / 

In Section #3, draw a picture of one of your 
accomplishments as a Peace Corps Volunteer* 

d m In Section #4, describe your greatest accomplishment. 

e. In Sectiop #5, draw a symbol or portrait which 
best represents your Peace Corps experience* 

i 

f. In Section MB, describe what. you would like the 
host country to remember most about you as^a-"- 
Peace Corps Volunteer. ' 

Coat of Arms 3. Instruct participants to complete their 

10-2:5 min. . own "Coat of Arms." ' ' 

Sharing 4. , Allow participants to find partners 

10 min. and share their "Coat of Arms." 



> * 
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SESSION II 



"Exercise I - Coat of Arms - cont. 



Large Group 
Discussion 
20 min. 



5. Reconvene participants in large group 
and ask 5 or 6 people to talk about one 
or two sections of their "Coat of Arras M . 
As participants share ask questions to whole 
group such as; . 



Summary 



- What things surprised you? 

- Whkt feelings do you have about leaving? 
Re-^ntry? 

- What issues does it raise about leaving and 
and going home? ^ 

Give participants time to record in their 
journals. 

(3. Note the themes that occur during the 
discussion. Make the point that it is 

, important that we keep . these feelings, 
memories and accomplishments in mind as 
we prepare to close PC service and re-enter 
the U.S. culture. Emphasize that as the 
workshop continues, the information on the 

' "Coat of Arms" will be the basis for 
further discussions. 



ERIC 
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SESSION II- 



EXERCISE II - The Volunteer and Development 
ffpftal Time : 90 minutes 

4, 

Ohjective : To assist the COSing TPCVs w to identify and discuss 
the individual an€ programmatic contributions 
to the development -of the community and country 
in which they have lived/worked,. Additionally, 
it hegins the process of attending to Peace Corps 
Goal #3, 

Overview : ^ 

/ 

The importance of this session lies in the hojJe that ? 
it will assist the HPCV to he more articulate ahout his/her 
Peace Corps exjc^rience and the contrihiftion to development. 
The lack of ahility to descrihe this contribution is often 
hased on the fact that the PCV has not, put his/her experience 
into perspective/ The volunteer frequently has little 
understanding of whafl^ ,T succe^" > is with regard to the PC 
and development . , The sense of success is a complex 
comparison of actual accomplishments against the volunteer's 
original expectations for contributing to his/her own 
development as well as that of the host cbuntry, A^sense 
of accomplishment can he further complicated hy an 
unconscious decision that '^successes 1 ' in development must 
be major, earthshak^ng, anov measurahle in tons, thousands, 
or* miles. It is equally important to realize that some 
successes will he centered around just ,r surviving Tt , making 
friends, planting one new crop, or some aspects of personal 
growth, 

* It is important to rememher. that many volunteers may 
not be feeling ''good' 1 ahout their experience. Same will 
prohahly he feeliqg a sense of having wasted two years, Others 
may feel guilt forvpot having accomplished very much in the 
way of helping of developing the ho^t country. It will he 
important to discuss ~that those feelings exist and that they 
are a legitimate part of the expression that can he made 
during the session. It should be emphasized that it is 
important not only to assess contributions as individuals 
hut also to look at the collective effort of the project 
and the larger Peace CorpsWprogram, ' > 

Materials \ Volunteer in Development - worksheet 



51 



-52- 



SESSION II 



Exercise II - The Volunteer and Development - cont. 



Procedures 



Time 

Preparation * 
Flip ^Charts 



J<luct i 



Intro<luct ion 
5-10 



Review f 
PC Goals 



Rating 
10 min. 



Activity 
1. Before the session prepare 

A, A flip chart with th\ followi 
1 2 3 4 5 




Built 

Mole 

Hills 




Moved 
Mountains 



B, <A flip chart outlining the Pesete 
, Corps Goals (see page 57) 

2, Explain the objective and purpose rf 
of the exercise using the points from the 
overview (above), 

3, Using the flip chart review the three 
PC goals. Point* out that these goals form 
one basis for asses^iirg the success of the 
PC's contribution to. development , 

4, Explain rating of accomplishments: 

For the purposes of this exercise we want to 
focus on Goal #1 and the peace Corps contribution 
to the development of the host country. However, 
the clearer we become about our sense of individual 
and collective contributions to development the 
better able we will be to help the folks back 
hem understand development* 

Let*s go back to Goal #2 - you each have your own 
sense of how well you, your project, and the PC 
prog^ram as a whole addressed this goal. Think 
about it for a minute - Mow would you rate the 
contribution on a 10 poi*& sgale like this: 

\ * « -- 
Show prepared flip ^chart with rating scale. 

Ask each participant to give his/her rating 
and record it with a "tally" mark on 
the scale. After all have given a rating, 
ask several participants to give the reasons 
for^their rating* 
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* 

4 

Exercise II -The Volunteer and Development - cont. 



Complete 
Worksheet' 
page, 1 



Complete 
Worksheet 
15-20 min . 



Small Group 
Discussion 
20-30 min. 



5, - Distribute Volunteer in Development 
worksijfeets % 

As you think of goal Hi and youP reason for 
your rating we*d like for you to take a closer 
look at your -own contributions to development? 

The Volunteers in Development Worksheet 

will help you to take a more detailed look at 

your indiiKdml Success regarding goal #2 

as well as that of your fellow volunteers^ 

counterparts j and the PC program as a whole, t 

t 

As you consider your individual and collective 
success/achievements/oontribution to development 
keep in mind that an achievement can be anything . 
you feel it is - something yoh feel contributed^ 
something you are proud s of - no matter how small 
it might &eem m „ Successes in development include 
friendships* giving it your **best shot** and both " 
beginning and/or completing projects* 

6, Ask participants to" work individually 
to complete Part I and II of the worksheet, 
Encourage participants to answer each 
question as completely as possible. Also 
note that this jls a chance to fl boast n a 
little, E^en though we may not be 
comfortable with tooting our own horns* in 
this case it provides the opportunity 

to begin to review the PC experience in 
a meaningfijVway , v *" ^ 

Allow about 15 minutes for participants to 



complete the worksheet. 



7, After participants-have completed 
the worksheets ask them to break into 
groups >of 4-5 to discuss/share their , 
^ responses, (The purpose of the discussion 
is to assist participants to gain a broader 
understanding of the collective cpntribution 
to development' and to stimulate additional 
thoughts about individual achievements,) 
Ask each gspup to be prepared to summarize 
, their discussion to the rest of the group. 

Trainer' Note ; You will need to describe* Goal tfl afe going beyond 
just supplying personnel to include contributing to the overall 
development of the country. f See description on' Worksheet , \ 
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Exercise II - The Volunteer and Development - cont. 



i 

Large Group 
Discussion 
30 min. 



Summary" * 
10 min. 



8, In the large group ask one member ol « ' * 
each small group to summarize the points 
that *came up in their discussion. 
Specifically ask for examples of: ■ ■ 

a-) Achie*vem6nts/contributions ; 

b) Leadership; 

c) Activities which may need ongoing support. 

Ask each, group to, record their responses 
on a flip chart, * % 

After .a brief discussion of the examples " 
and any other comments, go back t9 the 
original 10 point rating scale and ask > 1 
participants if they^would change their^ 
ratings and if so what^would it now be, 
(It is likely that with a better understanding 
of the" collective contribution that the \ 
Ratings will be higher,) Ask for reasons 
for rating change or the lac£ of change, 

m 9- Summarize exercise by making the following 
' points (as appropriate):, . * * • 

As you begin to look at you? individual 4 and 
collective contributions to dgbelopment 
hopefully you hope a better perspective on your, ^ 
PQ experience and its importance, to you/and to J - 
Hevelbpment, In *the next exercise We % l\ use some 
of the achievements you noted in this exercise to 
begin a more thorough look at your individual* 
successes. Before w% do that take out your n&tebdoks, 
and record your thoughts about the following; 
(put*on a flip chart) 

■ ■ * 

a) I see development as , 

b) *I see that my role in deveTopment has been 

Allow participan^s^several mimutes to write. 
Conclude session ^tJyfroting that as the 
volunteer completes their last/ 2-3 months 

* in service, they may waA^to continue to , s 
review tjieit understanding of development 

*as well as their role in it. 
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SESSION II 



EXERCISE IHfc - . Learning Fgoro'Succesfe 

Total T* tme: 90 minutes 
Objective : ^ , 



*Eo begin '.the process of transferring^ii^ jPS^ex'perience- 
to future #ob opportunities ' •* 

* ' 

** * . - 

To*-develop a list of successes, that will be .the basis 
for 'the identification 'of skills and achievements to 
be used in^the development of aresume. * 3* * 



Overview: 



The purpose of this jexercis£*is to vbegiiT to combine the " 
/success afcd- achievements in the Peace Corps with^those ^ ' > * 

from previous job and non^job relal^ed^eS'periences in orfter . 

to begin to identify skilis and accomplishments that may be*^ 1 

transferred ta^futjire professional endeavors. The initial : 
' information for this exercise is* drawn from the accomplishments 

noted in the *,"Cfcal£fbf Ayms" and "Volunteer in Development". * _~ 
'activities. T?his exercise is preparatory for^the activities^ *v 

in tlje next session and its thorough completion will greatly' 

assist in the -identification o£ marketable skiHs^and 

preparation of job objectives and the resume. 

Materials: "Learning from Success" worksheet 4 m * 



Procedures y . 

Time * 

Introduction* 

Distribute 

Worksheet 



" Activity ^ 

"1. Option - Ener^ize'r • ■ 

" - - f * - 

2* Introduce ex£i*6ise .&nd distribute 

worksheet; r ^ 

Trtr this exercise you '^ZNfte^tA^^ 
ik>ingj&on?p th-tnJCing iand v^rit^g alhiit "your, 
aec^Bmiihments^ Jflfe* exercise i&called " k 
*'* ?Lec^K^^rpfn Success 9 '- and this worksheet will 
.help pqiL to identify what you feel your successes 
have- been from youp PC as well as* other experiences* 
Tw'^ddiH<m %p the aceom^lishri&nts you've -alfeady * 
not%d \in the u Qoat of Arms** and^Vo^u^^eer in 
&&ifefiopm&np rt exerciser it will' alecFbe helpful m 
'to review euceesses from other jobs* school^ 



V 
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SESSION J I 



Learning from Success - coat'. 



other activities in which you have been 
involved (church* civic groups* social 
organisations* etc, ), 

As you complete the wo^Jdheet keep in mind that * 
a success is something you did*^ which you enjoyed* 
. and/or from which you got a feeling of accomplishment 
and Satisfaction, A success doesn't have to be 
"monumental" -in order to be recorded here/ % 

Review each section of the worksheet giving 
examples from your own experience and using 
those provided in the partially completed 
worksheet at 'the end of this session, 

.- - ' * 
One purpose of the exercise' is to develop information 
to be used and to define^ skills fond job objectives 
for use in a resume. The rhor4 detailed you are' ■ 
in completing this worksheet the ikore useful it 
will be to later exercises, I 

3, Ask participants to work alone and 
complete the worksheet. Trainers, shouTd 
assist oh an individual basis. 



di 1 



4, As participants begin to' complete the 
nal- section of the worksheet / "Work 
umm^ry , 11 j/ou may neett to review it to 
clarify wtfat is needed. 



5, In large group asfe participants some or 
all of'the following questions: 

Are the things you like to do best also 
thoso «tt which you are the most successful? 

jt> " 

What surprises were there, for "you? 

* 4 

Prom this exercise how would you summarize 
your strength^? - 

How can this_ be useful in completing your 
Resume?* T f 

6; Review purpose 6f the exercise, ' Set 
Up £pr next dayfe activities by describing 
what wi^l happen and how this session's 
* act ivities^ will contribute to it, 

^7 N ,-'Give participants time ta record in theii 
journal, ahyVthoughts to remember, things . 
they * y,e learned, 

5& 



\ 
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^- Session II 

Worksheet . 



^VOLUNTEER I Na DEVELOPMENT 
Worksheet 



Part - 1 - Individual Contributions to Development ' 

/ 7 

/ Peace Corps Goal #1: , ,,,to halp the people of 
other countries in meeting* their ne«fe for trained 4 
manpower, part icularily . in meeting the basic needs of 
thosewho live in the poorest areas,,*, 

Qbvi^usly^^chieving ids goal ia^far more complex than 
merely "pafc^pg trained bodies into albite,^^^ is rather 
involved in^fcie context of, developing* f rie^msfiipk, X 
providing lelHeflship, ami in addressing tbre Jproadj issues 
of development yi the tnird world, T&e, Pea<je Corps* 
contributions ill this ai'&a combine fo be ttite standard 'X. v .\ 
by which we . can measure o^r^s^tci^esses an(k~£a±£^&s» v- . 

As you review this goal think of your QwWexj^tienqe; - - 
-as a volunteer and what you may have contribute/ \ , v / 
towards this goal. The components o'f development sire 'f/ t 
varied and range from motivation, personal a^so.ciatiGnj t 
organization, material construction, and impleinentat^on oj£, 
ongoing programs. The initiation or completion) o r 5/. ( any of;' 
the components of ' development may ma<rk signiii^nt/succ^s^''. 
in contributing to the overall development ojf "a^^jo^unitjr " "„ 
or a country'. Use 'the following questions. a§\ ro iirfcs \] ' V L 
of refererj&e in considering 'first - your rii)di^itfua.l; : "C 
contributions and - in Part II - the contributions of 1 
your PC attd HCN colleagues, ' - 
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SESSIOH I J 
Worksheet 
* ba^e two 



Volunteer in Development - Part I ~ cont.. 

1) What is the^nature ;o£ the network of friends, acquaintances* 
colleagues* you tiave developed and how has it helped in yqur 
assignment and in your life as a PCV? 



V 



2) In what ways have you provided leadership in your village/ city/comaunity? 



T 



"7 *" 



3) Did you find yourself working through/with others or primarily 
alonfe? What were the reasons? I&ng-teriS impact? 



4) What aspects of your project/ assignment are complete? 



What efforts/projects have you started £fcat you feel will be 
ongoing without you? 



w \4 



6) What have you, started that will*need on-going, support of either 
HCM or anotl^ei*PCV? 



7) In what other ways do you feel yot£ have contributed to the development 
of the host country? 
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SESSION II 
page three 



Volunteer In Development - Worksheet 



Part II - Contributions of Others 
« 



In addition to your own* contribution you may be/aware of how others 
have assisted in the development of the community/country. < Using the 
questions in Part I, as well as your own observations, describe 
for eagh of the fallowing categories: 

1« The accomplishments/contributions of counterparts/HCNV 

2» Your sense of what other PCV f s in your project have 
accompli^Jr&d/contributedj and 



3* Thfe contributions the Peace 1 Corps program as a whole has 
made (including other projects), p > , 



J 



YOUR VILLAGE/ CITY/ COMMUNITY 
(1) Counterparts/HCN-s 



(2) Other PCV's in project. 



(3) Peace Corps. 



THE COUNTRY AS A WHOLE 
( 1 ) Coun t erpar ts / HCN 1 s 



(2) Other PCV f s in project. 



(3) Peace Corps. 
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Worksheet 



LEASHING PROM SUCCESS 



Your'responses on this worksheet will help you to know your own 
abilities and skills better. Your responses will help clarify the kind 
of job you can do well and enjoy dSing, 

Most people can readily admit their mistakes and learn something' from * 
studying their mistakes. Relatively few can as r^lily admit their 
successes and study what they have done well* 

For the put-pose of this worksheet^ a success ia^jsj&ply something that 
you have^flone thoroughly well,, and enjoyed doing. Some of y<*ur 
successes /may not have been important to others; what counts here is 
the way you feel about the things you've done / 

EXAMPLES: Here are some successes that , occurred toothers who have 
s worked on this course: , . 

"Developed a vocational education school in D&r fts Salaam". 

"Developed an' adult education program for lay people in 
my parish". 

"Being elected president of my class in college 11 . 

"Effectively directing dialogues between blacljfe and whites 
in Cleveland, Ohio". 

t 

"Learned to speak Swahili at a FSI 3+". 

* 

"Developed a health pfactices, manual td be used in conjunction 
with TEFL" . 

1) What is the first success that comes to your mind? Outline it 
briefly, tell how old you were at the time. 



2) What kind of activities give you most pleasure when you are not 
„ at work? (list 3 or more) 



ERLC 
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Learning from Success - page 2 



3) In -your latest assignment, what parts of it did you do best and 
enjoy most? 



A) After high school, what subjects did you enjoy studying? (give three) 



5) In the spaces below outline briefly as many of you successes as 
you can. They do no£ have to be listed in any particular order, 
but it may assist you to select two or three from childhood years, 
a few froiS your teen years, £nd two or three from "fe&ch four-year 
period of -your life. There is no time limit, but most people 
complete the form in 30 to 50 minutes, 

A. 



B. 



C. 



D. 



E. 
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Learning from Success - page 3 

F. 




6) Hake a check, mark in the margin against those yotf consider your top 
^ten<success,es. " If you overlooked one or more important dries, use 
an extra pdge go outline those you think should have been mentioned*. 



* - * ■ 1 * - * ; 
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SECTION TWO 



7) Look over the successes you checked as to£ ten.' Which one 

' is the greatest as you see it now? Place the letter identifying 
it in BOX OHE 6elow. Hark your second greatest success in 
BOX TWO, -and continue uftfil you have Identified all sevep 
successes. If two or more you checked seem about equally important 
link the boxes with a liije. 

BOX OKE BOX TWO * BOX THREE BOX FOUR BOX FIVE 



.BOX SIX BOX SEVEN N 

\ 

8} Look back at the boxes which identify your seven greatest successes 
in question 7. In the spaces that follow describe each of your 
% - t successes in enough detail to show what you actually did* and the 
results that make it important to ybu, p Describe the situation 
briefly* tell in detail what your actions were* and indicate 
what the results of your actions were. 



BOX ONE: 




BOX XWO: 

\ 



0 



BOX THREE i ^ 



BOX FOURi 
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BOX FIVE 



\ 



BOX SIX: 



BOX 



} 



9) What are your hobbies? Give three if you can, and the number of 
years of * your life they have been your hobbies. 

/ r 



0 * 




.i 



r 



0 
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,10) WORK HISTOR^: For each job, starting with your Peace Corps 

assignment, give th£ information asked for lt£ each*of the tH^ee. 
columns* The middle cplumn may contain contributions which were not 
part of your Xormal responsibilities. 1 * 



YOtfR 



EMPLOYER and daites 
you held job or 
position ' < , 



MO^T SIGNIFICANT CONTRIBUTION/] TITLE and job 

description 

^ v (as*ybu see it now) 



EXAMPLE: 

SU * John's, 
Boston, Mass, 
"9-76 - 6-78- 



Planned and t directed a preschool 
for neighborhood children. 
Designed curriculum, trained and 
directed Srolutfteers and trained 
professionals to teach children. 
Program resulted in providing 
day care and learning opportunity 
for children previously Seprived 
of these needs. Won Mayor' s Award 
for Program, 



en, yt 
ntCy bi 



Volunteer I Named', 
Director of St, 
John's Preschool- 
Had total adminis- 

'dtive and 
^organising responsi- 
bility , Supervised 
teachers v anjtmanaged 
the budget 



0 
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EMPLOYER and dates 
you held jofr or 
position 



YOUR MOST SIGNIFICANT CONTRIBUTION 
(as you see it now) 1 



\ 



x 



68 



TITLE and job 
description 



/ 



. DECLARATION OF PURPOSE 

, ■ . ' (PEACE CORPS GOALS) . ' . - 

* 

TfiE Congress of the United States declares that it < " 
is the policy of the united states and the purpose. of 
this act to promote world peace and friendship through a : 
Peace- Corps,, which shall make available to interested, 
countries and areas men and woman of the united states 
qualified for service abroad ajjd willing'' to. serve/ under 
conditions of hardship if necessary, jq .-\ ' 

• * • 
. (1) HELP THE PEOPLE OF SUCH COUNTRIES AND AREAS IN ■ 

MEETING THEIR ''HEEDS FOR" TRAINED MANPOWER/ 'PARTICULARLY Ifi * 

MEETING TH^ BASIC NEEDS OF THOSE LIVING IN THE POOREST 

AREAS 'OF *SUCH COUNTRIES, '.AND TO 4 

(2) HELPflgfctOTE- A BETTER UNDERSTANDING OF l\it AMERICAN 

"People on the tart of the peoples served and 

* * 

* t 

f * 

(3) . A better understanding of' other, peoples on the part 
of the American people. 




. ; Tra iner ;lfo tes '/ V -;-V' 



rfVJZ.it i * 



fcEARNmq^ERQM SUCCESS 

Your responses on this worksheet ^ili l^ / 
abilities and skills better. Your 're^^ses ^11 hfelp ^atifiy the kind 



of job you can do well and ^en^oy dbj 



/ 



Most peQple can readily! admit their iai£t;a!ces ,afid I^arn 'soikeiShing from 
studying their m!^stakes|» Relatively few* Santas readily, j ffinit ttteir f • J 
successes and st\idy whaJ«:hey have done'^wetXv* ' - ' ^ T\. 

For the purpose of this^^rksheet^ a success is^ simply Boitiethin^ that 
you have dome thoroughly well, and eaj-oyed /doipgr Some^of rjieiir, 
^ Accesses may not have been t ijnpor"tarit ^to ottferS;' What ctij^ts^2ier£ is 




9 

:rlc 



the ^ay you feel about JEhe things you've doneV 

EXAMFLE3lK/Here are some 'successes that 'oc&utted t& o,the*"s*vhG ^ave- 



Lg^^/Here 



tked on this c^outse: 



'Developed a vocational eduction schoot\3i^Iiir Salkam'V. 

"Developed an adult e^ucati&n^ro^ram lor lay people ~±d- 
py. -.parish*'. ^ ! : r^*^, * ~ 

"Being elected prSsideat of wy m cJLa$s la coUege^^ 



f* Effectively directing dialo^tiea betwe^ B*a^ arid^hi^P 

■ - : in Cleveland* Ohio!- 1 * % ' % / ^ S< ^ ^> 

''Learned ti> itpeak ^Wahili a^;m.3^^^^ - v ' ^ 

"Developed a- health pT^ticesV^nualVto bemused J in^onjun^tion 
\ with TEFL 1 ' . " . v ^ . - ' ^ 

I) #bat is the first success* that^comes^to yourfefn^T Outline lt;-^ - # _ ' 
* briefly, /tell how old you were at tfife ^tm^ ' ^ ■ 



a- 





2)* Vfhat kind it activities give fyM-ftdst pleasure Aen y*ti are"n£ifc 
at ^ork? jflist 3 or more)/. 7 , : ■ ' * , 





Si 
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3) In your latest assignment, what._parts of it did you da best- and' 
. e^^joy most? 



4) After h^gh school, whapf subjects did you enjoy studying? (give t three) 

5) In the spaces below outline briefly as many of you successes as , ^ 
you can. They do not have to be listed in any particular order, 

but it may assist*you to select two or three from Childhood years,' t 
a fey from your teen years, and two or three from each foUr-year 
period of your life. There is no time limit, but most people 
complete the form in 30 to 50 minutes. ' . 

/}. : ^ v I • 



1 Atfruc^ Cfiem; '* : - 



:///■■' 



/■'A. 




I-' 






"4S[£7 /■- -// - v M ,: ^ ^^^ - • . . " :-: - 
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1 ' * 




7- : 



i 



H. 






0U ftijr07fO 




6) :,M^ke a,' checkmark. 



.4 m^gin^gaiast'thcts^ yoit consider r your .tgp 
[overi^ketf one or m$£$ important ones # use ^ V 
a^i erai*' p&ge~*tb .jfutlliie ifcose you, think should have been mentioned'. * 



Learning from. Success - page i" -82- 

•'V •. - , ■ 

SECTION TWO ' " * ' 

7)* Look over tfte. stresses you checked as top ten. Which one ' 
, is the greatest aB you see it now? Place the letter identifying: - 

it in BOX ONE below, 'Mark your* second greatest sutcess" in 
, BOX TWOj and continue until you have identified all sevdS . " 
successes-* If two or more ^ou checked seem aboi^t equally important, 
link the~b*>xes with 3 line, * > m 

£q% ONE pRXL TWO -* BOX THREE BOX FOUR' - BOX FIVE 

> - . BOS SIX • * , BOX SEVEN 




Look back at- the boxes which identify your seven greatest successes 
^^vin <juestio^r. In trh^ spaces that follow describe each of yotn? r 
A successes in enough detail to show what you actually did, and the 
- ^ results* that make it important to you. Describe the situation 
^^Jyriefly, tell* in detail what your actions were, and indicate , 



^what the results of youjr actions were 



V 



'./tote/ (vafed ^vm> €( { A-V 4jv,pnexi- a*c{ Z tfCj/i. + <M^4y><£hoP 

Met 'tp*. -bJMf. p£oj£t£ *vo* c/ftrf/qxJ^Jk&n retail. Xe^ju^U ft«. 

J-fa/f^.rf Awy-fa v*JL.*f ),to,&J teso»te*$. ■ . ' ' 



BOX TWO 



■ C *Tij?*^ Am **' &ft^tofif"***t*4i* -fit* b#»M,YM /oca/ 7U 
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BOX FIVE: . j 



BOX SIX: 



BOX SEVEN: 



9) What ate your hobbles? Give three if 'you can, and the number of 
years of -your life, they have been your hobbies. . . 



Iftf/t leafy*, fot-cko,}/ -.if? 



Ce>°L 



* f 



< 



7.5 
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103 W05K HISTORY : - For each job, starting with your Peace Corps 
. assignment, give the information asked for in each of the three 
columns*. .The middle column may 'contain contributions which were not 
part p£ your formal responsibilities. 



EMPLOYER and dates 
you held job or 
position 



EXAMPLE; 

St. John's,* ■ 
Boston, Mass, 
9-76 - 6-78 



9 

ERIC 



YOUR MOST_S IGN JFICANT CONTRIBUTION 
' (as you see it now) 



1 



Planned and directed £ preschool 
for neighborhood ^children. 
Designed curriculum, trained and 
directed volunteers and traded 
professionals to teach children. 
Program resulted in providing 
day care and learning opportunity 
for children previously deprived 
"of these needs. Won Mayor's Award 
for Program. 



J. 



■M d**c/!,Af aM bene haaffj 

vtfihkcps fat sdL&k. CtecUJ p&paMS 
U/htti &>WC<cfeJ v/^bv,(J,fia 4 h*ttk 

dines e$c. ?Aojf&*x. Aai 4o*> heeA. 
adopted at p&tf' t} fiajiwol shm k<jy 

$\o.wsfik p£cj>xe s&sbov a$ a, 
•Small oysAtwdcgh fjedoceJ ypoi&fe 

oHsa s4qBjs, 



TITLE and *job . 
^description 



Volunteer^ Gained 
Director of 
John's Preschool. 
Had total adminis- 
trative and 
organizing responsi- 
bility. Supervised 
te^cher&, and managed 
the budget 



\jdvtde*R . as 
CvopJrtflltfi -QjL Public 



^p^a^S^ one pcvrf +1^*- 
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jatfLOYER arid dates 
you heid job or ' 
position 


YOUR MOSt SIGNIFICANT CONTRIBUTION 
(as you see it now) 


TITLE and job 
description 












• 

ft" 


• 


y • 










i 


* * 
** * • 


. V 


4 

* t 


* 




r 


* * 


v 1 1 




* t ■ 

J ' ■* 
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SESSIO N III - VALUES, SKILLS » and RESUMES. 
1 i ■ — E = 




v 



personal/work/school experience in which participants' 4 
have' demonstrated skills / 



The, exercises in Session III are intended to assist 
volunteers to identify tilings that are ~ important to 
them in a working situation; te identify marketable skills 
that can be offered to prospective employers; and to* put 
both into a useful resume format. The accomplishment^ 
already recorded by the participants in the "Volunteer in 
Development" afid ''Learning from Success" exercises are used 
to generate detailed descriptions of the volunteer's skills. 
Participants are also'aske.d to review their successes frbiy 
other areas of their, life and to analyze the skills used in 
achieving those acgomplishments. 

The first exercise assists. the volunteer to consider 

the factors in work which may be" most important in making 

decisions about a job, its location, responsibilities, 

challenges, benefits , and compensation. While participants 

are not asked to write about these values, it is key that th£y^ 

are aware of ; them as they go through the' process of finding 

a job,, ( * 

a i 

Thfe* identification of skills^is a" key f&dtor in career 
development and may be key to the PCV in particular. For 
the COSing volunteers" who are having trouble Valuing the 
PC experience afe- something useful to thei'r future the 
identification 'Of spe'cific^ transferable skills will provide 
an important link to their re-entry process. 

The resume (development exercise is focused towards 
assisting the volunteer to translate the PC experience into' 
language that clearly communicates the special attributes, 
a RPCV brings to a ^potential employer, , 



Overview: 
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Sessicfjf" 1 1 1 - Values, Skills, and 'Resum es - cont. 

: J 

\ Exercises : 

1. Identifying Work Values *, 
, 2. Skills Identification 
' 3. Writing Job Objectives* 

4. Developing a One-Page Resume i 

Materials : 

- Worksheets : ^ • 
* Values Ranking Sheet * 

. Skills Identification 
Learning from Success (from previous session) 

- Handouts : , 1 

Skill Areas arid Verbs that Reflect Thfep ^ 
Managing Your Job Campaign (two sections) 
^ !• Your Skills and Your Resume J 
2, The Job Objective 
iiow to Write -a Resume that Brings Results 
The One Page, Resume 

Trai ner Notes: 

1/ Read the Discussion Guides provided for this session, 

2. Language - Words such as job "campaign" and "marketable" 
skills are introduced in this session in order to typify 

the process of hunting for a job as one of organizing and selling. 
These aspects may not be comfortable to the volunteer, who 
naively anticipates an easy time of getting a job. Getting 
a job is work in itself and the skills of getting a jqb center 
on one's ability to sustairi the campaign and afticulara_,his/her 
capabilities effectively. ^ — t ^ 

3. Some of the participants in the workshop may not be * 
going f^om Peace Corps to a j(ob search. They may be enrolling 
in' school, "travelling, or alrea4y have a position secured. 
As trainer you may want to acknowledge this and encourage 
these voluAt^ers to participate as preparatioh for future 
job campaignsmnd because many of the skills discussed - 
interviewing and objective setting can be useful to* them 
anyway, . 



ERJC * 8 0 
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SESSION III 



EXERCISE I - .IDENTIFYING WORK VALUES 



Total Time: 1 50 min. 



Objective : 'To identify values related to the work environment*. 
Overview : 

The purpose of this^exercise is to assist volunteers 
to focus .on those aspects of a job which are most important 
to them. This focus is key to the beginning of the career 
development/ job search process in that it ,is the&e values 
which become the criteria for 1) selecting a job and 2) liking 
the job after you're in it, As volunteers work through 
subsequent exercises in this session they should keep in ^ 
mind the priorities they identify and incorporate them; 
into their resume and job campaign strategies. 

Materials : Values Ranking Sheet 

Procedures : 



Time 



Activities 



Session 
Overview 
5 min. 



Exercise 
Int reduction 
5 min. • 

Discuss 
Work * 
Values 
5 min, k 



1, Give a brief description of the goals/overview 
aj)d ^exercises in Session Sll.; Outline 

the importance of carefully reviewing accomplish- 
ments in orde> to identify skills and transfer 
them to future situations, etc, 

2, Present purpose/objective of this exercise 
using points made in session overview statement, 

3, Eittyar^pn a flip chart or handout (whjtfch, 
you have prefraised^ give .participants the 
following list ^>f work values and briefly 
review. 



salary and/uerfef its 
job securrty " " * 

mak^rrrg^ir^ impact 
intellectually st ||el^tin£ 
working with inter^stTSgp^bple 
high status/prestige 
responsibility % > ^ 
^elpin^ others * 

>pOtfcunity to be* innovat4-«Hbr creative 
ol^mrtunity^for advancement 
liVsfe/<working conditions ^ 
1^ wild - wtntt $lse i4Vmportant to you 

that ha? not yet heen coveted 



S8 



8i : ; 
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Identifying Work Values 



Describe the list as a, . 

* * ■ 

set of -faetors'in the work environment which most 
people consider important* However^ eao\ of us - 
will probably rank each item differently in order 
of our personal values* As' you look at* the list 
you can probably think of the one that seems 
most important to you. *. and the one that is le&sv 
important, . .you'll notice that the last item t 
is a "wild card*** This is provided for you to 
. add one other factor which is of special importance 
to you when you consider the work environment* You 
can wHte any thing ^you want for this item* 



Give' people a moment to think of a wild card f 
item. Then procede to instructions for 
completing* the worksheet. 

4, Individual Ranking - pass out the Value 
Ranking Sheet, Ask participants to write t 7 
one valuer im each of the number&tf* spaces A 
on the sheet^d/n the order of gpriprity r\ 
with thfe #1 highest priority Ifrnd #12 as. the// 
lowest priority," ^ * [ , * _ ^ ^ * 

It is OK to move/change the pviori^\sjpu go* If 2 ^ 
ybu haven*t completed the wil4 card yetydtfJftay ; , m 
find something will come io\mind-as you do t he ^ ranking ^ 

,5, 1 Working with partners. * Ask -participants, 
to "choose a partner and discuss with them- 
their work value rankings .Using the following- 
questions as a guideline, (put on- flip chart/) 

a) ' Share your raniings Mth your partner 

^ taking time to^ehare the reason^ for^yo^ 
top 2 choices 'and your bottom 2 4 

b) fiow, do you think your answers wpuld have 1 " 
been different i£ you bad done this toefibre 
your Peace Corps experience? -* 

c) Any surprises' in yofcr ranking? s - 

ci) How clo^Ty^^iipes your- current Peace V?orps 
assignment match yorir list ot priorities? t 
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Exercise I - identifying Worts: Values - Cont . 

e) What are the implications of your — 
: * rankings? In terms of vocational cholcea^^ - 
'Job search? . -' • • ' 

Summary ' 6. Ask participants t^f^some of the 

10 minutes magor.^hings th€fy have lejraad from th J 

. exercise and how they might apply in returning 

- to the U.'Sv ■ ' * 

J » ' * * * * »'' 

( ' . Summarize by emphasizing the, importance of ■ 

' - . - doing something we value positively: It is most 

likely that many of the jobs or activities *e 
least enjoy are jthose that are not aligned . 
with our values. So as you (the- part icipantsj t 



think of your next job/school* it wiJ.1 be 
important to keep these valu*s-vin»T6ind. 

4 x # 

• w ^ 

m * 



1 \ 
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EXERCISE Zl -. SKILL IDENTIFICATION 



SESSION. Ill 



Total Time: 60 minutes 



Objective 



Pverview: 



To generate a*list of skills which are * trans£erabl 
from previous experience to futur^ t V 

work situations^ * , * * ( r * 



* TI*e purpose'of this exercise is to'assist the participants 
in identifying marketable skills by which they^an represent- 

tiieraselves as they seek a job**.- . ■ * 

' * , 

Tbis "is a difficult task. Most of *us are- not experienced 
at *brfe£ffcing what we d© (have- done) down into specific skills, - - 
We tend to talk in vague Jtetjps ^uch as ,f I graduated, or 
,T I haven * t really done anything, H It is also important 
■to inplude all previous successes - Peace^ Corps, non-Peace 
Corps and both 'job and non-job related experiences. 
Encourage participants to avoid sts^emen^ts that are too narrow „ 
or two broad* The more specific the statement the better, 

.Materials : "Learning ;£rom Success' 1 worksheet from Session II 
"SkllL Areas and Verbs TJbat Reflect Them*' 
\ - ; * , "MArvaging your Job Campaign - Your Skills* 
v . Your Resume 11 { 

* " / 

Note:* Before, the session, usingvthe "Skill Areas and Verbs*,, 
handout w^ite the Skill Areas (not Verbs) on 2 or 3 
* sheets of newsprint with space below each to record" 
,/ verbs, ' ' 
J * ■ * * «* * * 



Procedure 



lutrpdittrtion 
5 mln. 



',\: 



.. Activities 

• % .-' 

1. Introduce the session by explaining the 
.purpose; 

Ju&t as understandihg your work values is important t 
so is latderstanding the*ski,lls you have whidh can'be 
rmrk&ted to a potential employer. Becausq for many of 
you/'ihe Peace Corps may have been your fvrst job 
itjts even morje important that we review what you 
have accomplished and look a& those acoamp lishnents in 
light of the skilly you had to use in order to, 
adhieve them* Everything we accomplish requires 'acme 
skill or sets of skills. 
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Exercise II - Skill Identification ~,cont 




So im, this session we're going to Msehhe ?*ZegmikgJ , 
from Subiess h 'worksheets you ccmtpl&ted iy' Session II 
as a starting -point to %dentifuikg yotfp skiils* Later 
we'll u$e these skills to develop a jp&^>ag& vesume^ 
Tfyk/final 'goal is to kelp, ydU irfffltfftj yoyfr , f , 
qu&ification& and to^ present Ifotfmltn a i^'thafywitl 
make your resume stand out fpom^others i a \ ^ 



Handout 



Skills . 
Discussion * 
10 tain, 

4 



2. Distribute ^nd -RwVfwtf thA Handout* 
"Your Skills and Yoyt j^sum^ ' r 



Distribute 
Skills ID 
Worksheet 



3, Skills and Verbs - Discussion', Rising* 

the Skill. Ar'eas 6n the flip, 6hart work with 

the entire group, and ask them to generate ; 

verbs" for each area. Record Responses jOn 

■* the chart. Doing this in the large group*/ 

_ will JiGl]^ thegi get t he idea of what is 

"meant by sKiil<s> verbs f ' etc. and will hel,p 

f ttiera in- bre&kinjg down their* accomplishments^. 

It is a v lso likely th^t they will cdme tip * 

with additional verbs' and skill areas,/ These 

c^n' be added: to the handout, after the \ V 

discussion is completed, * ' « " » 
"/ * * . r * 

„ Make, the point that' these skill areas and 
verbs fere probably representative of those 
which relate to their accomplishments list, 
.And it's^thisjt type of list that y we 'want t*6 
develop in preparation* fop writing* a. resume, * 

4* "'Distribute "Skills- Identification 
*tfork^peet ,,L and asjt participants to t^ke out 
*he "Lessons from feucdass 11 worksheet, 
instructions*: ~* 

Using the "Learning froqi Success" worksheet from the 
' ikst session* we want yew to pork in groups of 
three to develop individual lists <?f verbs .and 
skill csreas, *Xpu wdlVfiftd it helpful, to talk 
1 "about your aeacjffilishments and have the other members 
.of 'your grdu^ ask questions and feedback the verbs * 
they heard' yqu u$e in describing the. accomplishment w 
Recorfiljdur list's pn the Skills Identification Worksheet** 
Part I, It's important to work at th\s± it's not ^ 
easy because we f re not used io doing it* Be sure to 
analyze PC* aHd nqn-PC isuocesses as y)&ll as jgb and r 
non-job related successes* 




/ 



■ \ 

4 



ERIC 



85 



. ( ,//' \^/'";/.y'-;^.;-^^ : ^^-;/ . ; - : :v^'V v ; V§eS^ ^.^^ 



* _ 



'.■/" 



. -f 



' /fo^gjg^gj II*- SfeUl -Ideattfj^ : :f ; v ;# f ; 

^ * Demonstrate'^ 

one of the participants, ^ , "* \ / . / V 

*(Ask athfer part i bigan't6 ' tp note ;a^t±QB.'lvertJS ' 
as they listeiy £o ycftir de^ons^at;iQDi^ : - >^ *- 



Depipns t rat io n 
5/iain, 



successes? - 



4^ one djyt 



Group 
Discussion 
5 min, ' 




Warren : - I did a reaeareh\'aiwiy for 'daity^ project* ^ . 
(fhis ts a typical'-sr^cess story - a good project - , 
,/httt tlzeVofomteerJ'&aes^igtion lacks in\$&Jining 
the needed to do the spidty. So it's up' . 

to the^ather Volmteer^partners : po drop him out* in *" 
order to identify\$kitl$+ ) \ * - 

Facilitator : Di4 y&u prmpse.the study or was ^t r 
a$signed to yoy3 - " \ . ^ " 

^toT^n: 27i£ topic &*Z8 as?i0tt@d*£0 r jff@ Wfc Z-TfeueZopetf' 
^ &tuc& fortt&t mdjbtieed on my .re&earehjdeQigned a . * 
■ : program thatitiiTti allow them to^ evaluate small dairy * 
t farmer 'programs' in the- futures* * y ' ^ * * 

Fgc^lPtator: BowMfl y,&u get /the- information for your 

L J. "5DJ7?^?^^ai<c?j at headquarters*. Then, I 
_designed'a pr&$xgnr ouvtinp ^identify the^dair^ 1 
- /zmz&tioM of a small ddiry^farmer£ - 4a£wrcfi^ ^> this. 
"V *p'r&gjbpt ariteriaf' &t[?&w #p Sf iist of] / »udcessJul \ 
:;ft&®4rs jprbm office recorded ^^r^a^Je^i^am^^' 
.raphes at random and wetib^out arid m ini€fr}£&J&d- them 
about their l3air$ practices, 

t ' ' m 

M Fa$VCtatOr; Wtffi^d ydu do with this^infopnatuty? ^ 

v jfe*r*gnr , J as$embl& and analyze the *AaAa and 

then Evaluate it w \\ * ■ ' /J fc 

etc r *: r *^tc ( w ^ 

To thfe Group;' What verbs xiid-j^nheQr^lI^xreh 
u^^ -in descritoin^ his i'succes?^^ 

Feasible Tresponaes from grtoup : ^ 
develop, d^sign^ evaluate, research / 
A^tterview, analyze, etc, * ' % ^ 
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Exe?6ise>^tT ~ .Skill Ideatitication - contV 

■' 77 ■ 



; session £ i 



\ \ v: ; 



V 




Wb^t ki$dsr of' ^tegoi'ieg would you group 
these verbs into - idea^i v fyys&me basic v 
Skills, ^.ref-eiL to the fl S^3rl" Areas" 
Uandout, 'Possible area^ include: * 

administrative /managerial , <Miriraunity prgk^LZ^tion^ K 
etc. • V ' 



5, Use the worksheet to demonstrate* how-to, complete^ 
Parts I and II .using the example wi'th tbe 
volunteer 3^ou just 4 comple!ted, 

^art I- ' l * . # 

(^^Accomplishment : Research Study for. .Dairy 

* - - Projects* ^ 

, -Verbs : develop, design / evaluate , " research^ 
w ^ interview, -analyse, write 

Part II: * 

•* SkiLl lArea: Community Organization -* 
\ Verbs* Interview, Analyse, Design , 





» — 



Skill Area; Research y 

Verbs: Analyze , r Interview, Develop.; * x 
* • - * Evaluate ' 4 



j 



Part I 

Work, ill. small 
groups . ' 
r\30 Bin. 

■> '( '• ' . 

* Parti IT>, ; /" 
$kill Areas* 
10 man, ' 



Large 
Group 
^Summary 



Do this with 2 or*3 volunteers,! .You "should 
also , mo del an example using ^a nbA-job related 
suocess* suci} as remodeling, ^mnVsijEig activity,- 
or a school project, * ' ' - 

6, When you are sure that 4 participants \ v 
.understand the process ask them to b6gi*ft work, 

inrtbeir trios*. oil Part I"; Encourage group, 
Members toJieTp gacb/other by listening and * k 

listing verbs they, hear as <5th£rs describe 
; s uc$es6 es , . ■ , . * : ■ " \ 

7,. " Part II ~ Skill Areas - Aslc-participants \ 
; $o use the; list of (skill! areas and tferbs-to , , 

■ ag^re^ate %h^ij^4^/fcis /into skill' kreas. Part II f 
Of the worksheet prov^ptes space to record tb,e 
skill areas "pip- appropriate verbs, ' ■ , V 

* I ■ ' ' " * \+ f 

* 8,, Ask participants to report out some opt 

the skij.1 areas tbgy bav6 identified, 

' Revieft major* points 'from 1T Your Skills and \ * 

Your Resume 1 ?, ' < * ^ 
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SESSION III ^ 



EXERCI SEyi^I - - ^R^KG^QB OBJECTIVES/ 



V 



Total Time : ; \^3Q rqinutesV 
Objectives : To write V 
Overview: ■ *\ . 



, job/ob^jectivg ior use in a r&sume. 



The purpose' of this exerci^^is* to assist the volunteer ^ 
to combine work /values; . skills and successes into 
a single statement which .may b6-uteed as a "job objective", 

; ' +\ /* ' * 

^ This is^intemded to' be^^a; short exercise/ Participants 
n*w have enough data t$ auic&^v assemble -the information 
deeded* to develop an 1 objective. 



^Materials : 

< / 

Procedures' 



"Managing- Your Job Campaign The Job Objective 
'"Qnfe-Page Resumes 11 • / 



Tilne ; ^ 

Introduction 
5 min. 



Act 



1 



1. distribute "Managing Yo^ir Job Campaign"- 
The.Job Objective 11 - and '^Examples of One^£ 
Pags itesum^", 



2 m -Explain the ex^rfcise. 



When yotC write a resume do not give the 
1 impression that \$ou will do any job. Write out 
a specific job objective an& yo&r skill* a$£%t is 
move likely thctt you will be Jp&iaiderefi m 

Wr-tye a concise statement of whatymt want to do 
^and wliat-are the skills -ym^hflve an^a few 
example^ of how you have been successful using 
those bkills. You may/my no^put th^ ? 
svecvfic tvve of Hob uou Want* \ i T" - v 



J 
L 



y 




Tf ypw dp not know what you 'want ifo do^ you may 
need to do 'some research to tyzrr&w down to <f*f&w 
cqr&er£ and speak to a few people wz$ are in • 
that career/ field* i 

There x isvalwe in'leaftiitig the jargon related 
$o/tite jobj and* using iv^in writing your job 
Active* and resume. r , v 
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Exercise III - Writing Job Objectives - cont, 



4 



J 



Writing 
Objectives 
20 min. 



Summary 
5 min^ 



There are a total of 8 examples of gob obgeptives** 
Four are in ^Managing lour Job Qanrpaign - The 
Job Objective "sianifout and* 4 more examples in each 
one of the "Onfr-Pgge Resume", handout 



3; In yot*r notebook^ write a gob objective^ m Focus 
on-*afie possible oflreer^ take a look at what ^ 
thatttj what are the ^kills in bx*Lef; fyow T * 
you use these skills* o$eihe>8 egsamples ae 
* a modeZj and then inalnde^our awn* > 



^ Float to give individual assistance. ( You maj 
^ need" to spend some time with 'those having 
trouble with this exercise ' discussing why it is 
difficulty Do\they know about^t^e^variety, 
of jobs in the vocational area ffeSy wish to 
4 explore? If '-not, they may need to tio some 
"research - discuss ways this could be done. 

If* they seem tcr lack the skills they need to 
get the job they want, you may want" to spend 
more time discussfngUKfcu&t skills they jie^d • 
^and how they might get them, ' v 

If their job objective is veito bYoad, tfr\ 
they are aiming for 2 br 3 different- positions, 
they should prepare 2 3 differeiH j£tj 
objectives and, later, 2 &x \A3 different res\jgies, 

4, Close t^he exercise byAaving several* 
participants read their crbjectives. Review 
purpose of ^ob ob;idcti vp -and describe he 
it will be used ip wfitjp-ng a resume. ^ 
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EXERCISE IV - DEVELOPING A OKB-PApB RESUME 

' Totals Timel y 70-90 jajji^ites 
^^ Objective ; To practice writing a resutoe* 
Overview:" „ ' , - 

♦ ■ . ■«-.-. 

The purpose of this exercise is to use the successes , 
skillaYeas and verbs and' the j^b objective to envelop a ^ 
^ one-page resume. Th^ resume that'^is developed' can be used * 
as* a "functional resume*' on its ■ own ^6 r as a cover sheet\ 
to a motfe exhaustive summary -of Experience* . 

Materials ; "The One-Page Resume 1 ' plus sample resumes 

, "How to \frite a ffi&sume that Brings Results*' 

v v • , 

Note: See Discussion Guides at t the end of this Sfessioh for 
... _ tips' and tf^nts to make during this exercise., I 



i Procedures ; / * ^ , 

Time / * Activity 

> • * — / ^ 

Jj , Preparation On a flip chart: % 

\ * The One-Page Resume contains: 

A. limited \^ Name, address r phone, /aate\f>f 
s * personal ^ J^frth (rather thaji^age wtjl<%_£puld 

data/ fc * change during, the .time you u&e ^ 
: ~ ' « \ use the resume) " J \ 

■ T If relevant-^ Military status, 'Marital ktaWis ^ 

health status • , 



& 4 



B. Job Objective - summary statement of ' ^ 
^ - * experience or skills 

~ \ * " . 

,C. Relevant' Examples of effectiveness 

skills ti^at Evidence of exa&rtise I / 

support job Selected area^of achievement^ * 
objective 

D. Summary . Educational backgi^und t * r 

relevajitS^ * Summary of experience Ofr' • * 

background qualifications summal^f 



(fee brief) /' 1 « 



p. x 
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Exercise IV - Developing a One 



Introduction 



Overview 
15 min. 




ge Resume - cont. 



On another flip chart: 
KEV words. 



adapted 
created 
developed 
expanded 
guided * - 



recommeh4ed 
■reinforced 
revamped 



^solved v 
streamlined* 
planned 



responsible^ proposed * 
revised amplified 

* tied together 



implemented* scheduled 
ipiprov<?d set up ^ . 

, 1. introduce exercise. by explaining purpose 
4 aod objectives (Note: this ma# bte a good 
time for an enfergiz^r^ 

2. -Distribute and Discuss "One Page Reside" 

This- can be the' cover sheet of the move trddit^uil 
resume*' it serves as something useful* lou can 
Regard this one page resume as your calling card) 
aftqattempt* to create an interest in you y to ^ 
swmarize your skills. Give the interviewer sometMrtg ^ 
to bounce off when^hey <£pe interviewing you. \ 

Referring to ypur^t4P chart, outline and 

discuss the contents o^=a one-page resflme..* 

Additionally, yoh may make the following 

comments. * 

* 

Thys resume puts^a focus on what you see as your. 
Strongest points* When you have finished your resume* 
take the draft and print it up yrdperly and then share 
it with someone!- a friend > oomone in your family* 
a*colleague - gkt some feedback from the other person. 
You present ihi§ resume to a potential employer when 
meet him for a job interview* It immediately t 
focuses his/her attention on the type of gob you 
are* looking for bqsjtffrim your job objective statement , 
and tells him/her what skills you jwcoe. It allows you 
to speak about what you f$el are your vocational 
strengths. Tt*s important that this resume be sh&rt* 
concise* neat and highlight your strengths* 
2f y$u dve looking for d job in several , unrelated 
fields* prepare two' differing one-page resumes* with 

two different job objectives* and highlight the. \ 

skills agpropri&te to Ihe objective. 
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Resume ' cOnt, f . ' ** 

You want to m select strong words to describe your 
skilly - action, verbs* This is a list of euggeyted 
Strong 'words - verbs* Choose thos£ words that 
describe your skills best* * 

Strong words - verbs. Display newsprint , 
sheet KEY WORDS prepared in advance* Yx^u may 
want to ask for ©tjaer verb's that might 
be useful. Point out that these verbs 
#re similar to the ones identified in the 
Skills Identification exercise, V H 

3. Distribute handout "How to Write a 
Resume -that Brings 1 Results**, 

Biqht now^ this is for your information only w ' „ 
You will notice on the page titled "Some Hey Words } 
for More Effective Resumes*^ this will'also be h&lpful 
to you in writing the longer more detailed 'page of 
your resume* 

Spend 'about/the next 40- minutes i&fkinc^on ypuv 
^j&sume. Incorporate your job objective ^ a definition 
of your skills and mention. som^ of your successes. 
Use the req&ne handouts .as^ruidelines and examples, 
X will work with any of ymmwhfy would like help. 

About 30 minutes before the end of the 
session convene the large gpb4*£~to discuss 
additional tips about waiting resumes And 
completing 3F~171's. Nqte; Discussion Guides 
in this section will help you prepare for 
this discussion, particularly by the 
list of do's and don't's about resumes and 
3F~171's. The FV3, Manual is also a good 
source of model resumes and SF-171's, Several 
resumes are included in the discussion guides 





HANDOUTS and WORKSHEETS 
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SESSION III 
' Worksheet 
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' J / * Handout 

* ' SKILLS -IDENTIFICATION WORKSHEET ' 



Part h - Identifying yerbs p • * * 

Using 'the accomplishments you listed on page 4 oi "Learning From' 
Success" identify the things you did in ordet to achieve the 
Accomplishment. As^you think and talk about each accomplishment 
"listen 0 for iction verbs - develop, research, analyze, conduc 
& design^etc. Record those verbs and others that your partners 
may give you. 1 - ' , » 

. 

B ■ ■ — - ■ 

~ ACCOMPLISHMENT: . ' , " ' 

VERBS : , \ 



om' ^ 

nt 
t, 



t 

" T 



ACCOMPLISHMENT: ' . < ^ 
VERBS: 



ACCOMPLI SHMENT ; 
VERBS:. 



ACCOMPLISHMENT : 
VERBS: 




ACCOMPLISHMENT: " 

r 

VERBS; 



"ACCOMPLISHMENT :' 



VERBS: 



- 7 

ACCOMPLISHMENT; 



VERBS: . ^ 



- -Ill- • • SESSION III, 

y ^ ' Haadout - 

- »< ^ 

SKILLS IDENTIFICATION WORKSHEET 



Part II - Developing Skill Areas * * l 

Using the "Skill Areas and Yerbst" handout, review tfhe verbs 
*you identified for your- accomplishments and develop logical 
skill areas. If a ?kill apea is jiot orf the handout you shoilld 
add it. - ' 

Record your skill areas and the verbs that go with each. 3 



skill area 
verbs' 



5 



SKILL AREA': 
VERBS: 



SKILL AREA:^ 
VERBS: 



SKILk'AREA: 
VERBS : 



\ 



SKILL AREA: 



VERBS : 



V 



SKILL AREA: 



VERBS: ' \ 



96 



I 



r 



-113- 



SESSION III 
Handout 



SKILL AREAS AND VERBS' THAT REFLECT THEM 



jCommunity Organisation 

- catalysing 
organising' 

- assessing needs 



^ra 



injng/te^ching 

- instructing 

- tutoring 

- developing curriculum! 



.. Commun icatioti 

- listening 

- writing 

- speakings 



V 



Admin is'trative/Man ageria l 

- budgeting ^ % 

- program planning 

- fund raising 
■ - problem solving 



Executive/Leadersh ip 

- supervising \ 
-> planning 
, - deciding' 
i - trbuble shooting 



Sales 



- marketing 

- advertising 

- promoting 



Mechanical/Technical 
— 1 — 

- repairing 

, - operating ' *. 

- building 

- designing 

/ 



Aytgstic Skills 

- creating 

- imagining 

- designing 
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' Handout 



9 * 

. ' MANAGING YOUR JOB CQMFAIGfl ■ 

f ■ ■ ' : / 

^Your Skills and Your Resume " * ^ 

'Why Sire Skills important? " 

They are your tools. You have developed* th^m over youtf entire 
lifetime, -f;in frour work life, in your community life, in your % 
family lifg,V,ras a paid worker, as a vplufiteer, and as a *~ 
contributing member of yourTfamily and coirtmunity, ' . 

Your skills ar$ Marketable, Portable and Flexible, You use 
your life tools to serve others, yourself,, and the organizations 
with which you are" associated. Your skills* travel with you- 
wherever you. go, an<i you employ them in many arenas of activity, 

* * * 

Your skills are an integral part of you. In a rapidly changing 

world you may change career several times In your life, by cilice 

or because your job becomes obsolete. Therefore, it" is useful 

to be aware of your skills and ,to thin£ creatively about how 

many ways you' can use them effectively „' 

For example, .managers manage: 4 ' 

baseball teams v the ^ederral government 

households the local cijaptetf of 'NOW \ 

fast food sjpres refugee camps ■ - - 

church es^ dance companies 

hospitals'* etc, 

day care centers * etc. 

corporations ^ ♦ "fete, * * * 

offices 

Using your skills to maximum capacity is what makes a, ^ob vital 

and exciting,! " * * ' / 4 * \ 1 

^ * ' -* ■ ■■ * 

\ . ^* * Bonnie L. ^Damron 
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MANAGING YOUR JOB CAMPAIGN 



The Job, Objeetive 



This° part' of your resume, m^y incorporate, 



1) Vour career goals 



r 



2) ^/summajry of your skills , 

3) .Suggestions about the type of job you are seeking: 

■ v i ■ * 

- counseling supervisor ' 

- project director 

1 K - public health edupator 

■ • * * r ^ 

4) Examples of 'your successes 

You will notice that all this caij, be done in a short, 
clear 'statement. * 

Some examples of job objectives are: 

1* An executive position using my skills as an administrator- 
organizer.,, curriculum developer and teacher. 

2. Po&itioi! using my leadership, organizing /and communication 
skills* I ant especially interested in applying my skills 

*to marketing and promotional actiyities, Past experiences 
demonstrate that X have the ability to plan and implement 
programs and to coordiia&te personnel and material 
resources'. I have also deviled fund raising strategies. % 

3. Position usingTmy research and writing skills as well 
as my organizing arid administrative abilities. , My 
expedience includes, the areas of manpower, economic 
development and international trade, 

4. Position using my managerial, analyt^c^l*, writing and 
verbal skills* Past experience demonstrates my abilities 

' to train and supervise personnel , .manage the full 

operation of highly sophisticated tele-communications 
systems, and facilities and develop techniques *f or 
testing, quality control and problem solving^ 1 
+ . 



ERIC 
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HOW TO WfllTE A RESUME 
THAT BRINGS RESULTS 



The Current economic clifoatfejis causing, the 'greatest 
.uprooting of personnel eveV,seen in recent years. And the 
competition for joba is therefore greater and keener than, in 
the* past, * 1 - -j 

- \ - ••!,■■ 

When an "Individual seeks fa new position^ t the resume, of 

course, ^l^ys- a vital role. Howeve-r, a resume is not only 

for emergencies, " it should be .carried in the , %n,apsacl£ ,T . 

of every working person, even if, he/she does not* intend to 

change positions - since it can be a valuable professional 

tool for -self-appraisal and can substantially^shorten *the 

search for a new position should a sudden change tjecome necessary 

. *■ 

There are as many ways to prepare a resume as there 
are "experts* 1 counseling on the proper approach to preparing 
a resume. There is ev^n a school of T, nonresume ,t ^advocates/ 
One of the most ♦s.uje'cessf ul approaches is what; is/called the 
"Positive Resume," which was developed-us a- result of i% * 
research and analysis of thousands of resumes examined through- 
out thS country over a five-year period. 



i<f IN 



THE THREE BASfC INGREDIENTS ' ' . 
* 

A Positive ftesume contains three basic ingredients: 

1, t Your Positive IrqageS Lik6 the old refrain, "you've got 
to accentuate the. Rosit ive, and eliminate { de-emphasize* would * 
be more accurate> the negative," Y©u accentuate the positive, 
by carefully* positioning the most* important features, of your 
background* first and by providing greater space for these 
features, * , ' - ' 

2, Your Positive Gonppitnition* You should indio^te^ in some 
way, how you contributed to, your organization or company e. g. , 
hojv you aided* in, developing new 'programs ,^ho^ you helped improve 
customer or client relationships^ how you dicf your job Qr 
handled your department bettef than expected. * - . 

: \ * * * * 

3, Your Poittive Appeal. ^At the end of your resume, you 
must lightly T 'tOot*ypur owir'hQrfu*' While ypu must becareful 
not tq appear pompous, conC6ite<i,'or arrogant , there is nothing 
wrong, with making, truthful statements to v the effect that you: , * 

'Work hard " \ ; ""\- . • . , * ? 

Have a. flaif for getting things done . 
Have the ability to get along well witb people / 
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How to Write a' Resume **. Cont. , 

Are energetic - ■ - - . „ 

k Are ambitious " ' ^ 
■ - Are a spit strarter ■ \ . . 

Work well with minimum resourced, * \ 

If such self-acclaim makes you uneasy, nevei; -forget tiiat . 
a resume is a sales device . In it/ you are trying to sell youa?" 
most important commodity — > YOU,- If youi; r.&sume has no 
"sell 1 ; it is negative - which causes .you to "compete ir* the 
* employment market* with a major handicap* Thig is because many 

■ employers may consider your failure to present yourself in 
the best possible way as a reflection upon your intelligence, 
y<?ur ability, or your' ambition, , * * * \ * 

An examination of thou§arnis of resumes reve^rfed' that - ■ 
maximum results were obtained, with the private sector, by 
utilizing all three of these ^ositiye ingredient^. As the? ' 
number of positives used decreased, so did the 'resiELts, 
Those who used non3 of the positives did quite poorly. 

A really go£>d resume must be- written May you . While 
editorial advice, can be helpful, it is a safi' mistake to have 
- someone else write your resume. The professionally written 

■ resume, is easily .spotted by experienced personnel people, s \ 
Some firms, in faxt, sort these out first and throw them away. 

The 'resume should be easy %> read. Work on the assumption 
that the entire resume will not Jbe'read, 1 * .Therefore, emphasize 
the salient points you want the reader to s.^e before you lose 
him/her, Conversely, de-emphasize your weaker t points, 

Here are same of the most impprtant do f s and don 1 ts of 
resume writing, * 1 ■* 

SOME IMPORTANT DO'S ' " ' * 

• Be accurate", but not precisfe to the extent that it 
becomes ludicrou%, Cdave out exact* dates; months and yf ars 
are okay,~ If the employment is a lopg one, ^ just ufee years, < 
Tog much detail is not only boring, but suggests that'the 

t candidate overlooks the Big picture in favor of minor details t 
S^VKeep in f mind that the organization is not interested in your 
wife's name, -you* 1 children's names, your .high school (if 
you h&ye a college degr^g), your supervisor's name, the 
exact address of your employer^, your Social Security number^ 
and the details of your health, * / * ' 

• Stick to th£ facts* Do notexpound upon your personal 



.philosophies , 
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* * 
How .to Write a Resume, corit, 

: 1 T * ■ 

, • Eliminate unnecessary words. Avoid the first person n i"* 
It's all right to use it occasionally, but that's all). 
Completely avoid the 'third person "he, H Do not use. the word, 
"resume" "* . 

• Where possible, use an Action word as the first word 
of a sentence, (Alist of some suitable ones is shown at 
the end' of this article, ) , 

• M^ke th^ iresifme serve a single purpose, Tf you qualify 

for i two types ofjjositions (such^as a counselor in social services 
and as a manager of a -training program) it will be necessary , 
for you to have twc) ' resumes t accenting the features of interest 
fbr. the position^ you are applying for* 

• Mention your*interest i n sports and hobbies' (if you so 
■desire) but not to the extent that it would appear that they 

; monopolize your tiipe. It should not'be a feature of the 
resume afod, if used shou\| appear near the end, 

• Us,e birth datV not age/ The major reason for this is 

thatj^he birth date^-etoes not' change annually, whereas the * ^ 

age does 1 * * 
• ■ ** 

• Numb'er" the secoW page. of the resume, and put your n^me * 
on the top o^f ^that page (no address on second page), ] 

f If your ftackgrpuird inClu<fes, f an important amount of a 
particular skill area, by al^ means give rthe reader a" summary * 
of the type of, organizations you served, A very brief 

L descriptioa of some of them .is important, e.g, , one of the 
largest consulting firms in the U,S, ; a' multi-plant electronics 
manufacturer; a ,trade magazine pu^isheH^an international 
development corporation; and Other ^oiployers such as hospitals, 

..hotels and retail, . ? v 

• Mention the following, if they apply:" 



Foreign latfg^ages 
Business organizations . -<. J % 

Special course's , * ' j 

Your published articles in related fi#lds* " 
'Business and educational honors Estate rankr*in class 

if flattering) w - 

Citizenship {if it not obvious from the record that- 

you are a U,S, (iltizen) L * 

Licenses, such as RN, PT, CP"A t etc, (do not list licenses, 
* , of a mlfrtfr injure), "« * , / 
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Hotf to Write a Resume, , cont, > 1 1 

—t — 

>■ * # 

■ ; \ • ■ : 

SOME IMPORTANT DONT's ' ' 

• Don't be. too unconventional in tne physical make-up 

of the resume* Use 8£ x 11 white' on ivory rag paper. The, t 
resumel % should be typed neatly and multilithed. The layout 
should be simple - ho ginitaicfcs, no binders/ no £&ncy folds. 

4 1 • Don't let the resume run over two pages long 
(except in Special circumstances),. , It may be better on one 4 
"sheet if it's* not too crowded. , * - r ■ 

+ * Tt 

• Don't say "prefer to ' . \ but; would consider. " 

It would be difficult under these circumstances to attract an 
offer for something you "would consider/ 1 which is really not 
a preference. * " ' 

• Don't date your'resume with the date of preparation, 

i ** ■ " 

4 * t 

• Don't uge ,,f etc. H £ resume is nfever complete. The 
reader knows that you hive done more than you said you di{L 

m Don T t reveal salaries in tfie resume, ' « 4 ' 

• Don't give reasons for terminations, . . ■ 
•,Dbh r t give references ,or state your super^^gor^s name, f 

• D(pn't expand on military service unless it relates \p 
the .total business background, No-o^e wants to Ipow how 

tou won the Battle of the Bulge, 

* m / * ■ * " : \ 

• Don't mention political, religious. or "fraternal 

■ organizations/ - . # 

• Don't Me or exaggerate, m * ^ - 

• Don't mention race, Beligiorf^ color, national byigin or spx 

• Don't make etoy re/erence- to height and weight, Tfiis can 
limit the attractiveness, of your record to certain \p£pple , - LL 
£j3d|Jhere ,is no wajt of yoV knowing whether your., dimensions 
are preferred. 1 . % » * • * ^ 

• Don't*include a photograp^u You're applying for a job, m 
not a passport, • ' ** : 



/ 
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How to Write a Resume* ,, I cont. 



PRESENTING YOUR, JOB EXPERIENCE' ^4 

- — - — = ■ — < 1 — • -m 



page 5 



, " There ^re three basic 1 resume styles far presenting your < 
job experience; , chronological, -functional .and hyM*id> ' 

* The Chrfonoldgibal style (the most widely 1 accepted) is a 
^listing of experience in reverse ^chronological order (last 
job first-),. The. dates of .employment^ *the "names of the > 
companies, ti^e title of the job, ana the functions performed 
at each company are shown* 

The -Functional style "* lists the functions performed, .by , 
category* For example, a cqotrdller whojuses a functional 
resiim^would possibly show categories such as Administrative, 
Budgets^ Cost, Systems, General Accounting, Under each category 

would explain the functions |hat *He pjsrTormed regardless 
of what company or companies" he worked for at that time* 
The pure functional resume eliminates all reference t(T names 
of companies and dates * 

Ttje Hybrid Style is a combinsrltoion of- the first two. The 
functional section appears near the beginning of. the resume, 
and the chronological (which merely lists dates, names of 
companies and titles) appears near the -end, 

IT'S THE RESULTS THAT COUNT » 4 * _ 

The more people you talk with, the mcjre opinions you wiTl 
get about resumes* " Executives will tell you what type of 
resumes appeal to them, and by the' process of following their 
advice, you run the riskof losing all of the positive 
appeals in w>ur resume. Remember, it' i& difficult for a ■ 
person to be completely objective in testing his own reactions* . 
It has been proved time and time again, in advertising that 
the ad selected tjy a group" of * /'experts"* to be the best often 
proved' to be the ad that pulled the worst. There is only one- 
r&al test of advertising effectiveness, and that is results, 
Tmere is on^y orfe real tpst pf a resume's effectiveness, and 
rtfat tod is "results, % 

I ' 

The Positive Resume positively works. It has produced 
results the like of which others will not* * The Positive 
Resume i£ tested by results - and works consistently. Try it, * 
Once you've written it, make it a permanent part of your 
ar,sen^l by keeping-it up to date, 
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One 6r more of 
.section, of the 

active 

adaptable 

aggressive 

alert 

ambitious 

analytical 

conscientious 

constructive 

creative * 

dependable 

discipline 

discrete 



-123- 



SOME KET WORDS JOR TtfORE 
EFFECTIVE- RESUMES 

the following words can ^e 
resume to describe your pe 

efficient 
. energetic ( 
m ' enthusiastic 
forceful 
hard worker 
imaginative 
logical 1 
loyal 
■ methodical 
objective 
practical 
realistic 
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used in the ,T cotnmennt 
rsonal qualities; 

r reliable 
resourceful 
respected 
self-reliant 
sincere 
sophisticated 
systematic 
tactful 
■talented 

will travel ■ > 

will relocate 



" The following 
of sentences 



Act ively 
Accelerated 
^Adapted 
Administers 
Approved 
Conceived 
tton ducted 
Completed 
Conferred 
Cheated 
t Delegated 
4 Developed 
Demonstrated 
Directed 
Effected 
Eliminated 
Established 
Expanded ' 
Expedited 



'punch 11 words can be 
in j/bur Resume:. 

Generated 
v - Guided 
Increased 
Influenced 
Implemented 
Interpreted ^ 
Improved ' 
Launched 
Lead 

Maintained 

Participated 

Performed 

Planned 

Pinpointed 

<r Programmed 
Proposed 

-ft Pr6vid>ed 

Proficient at 
Recoiiunended 



used for the first word 



Reduced % 
Reinforced 
Reorganized- ^ 
Revamped* < 
Responsible 
Responsibilities 
Revised 
Reviewed 
Scheduled 
gnif icantly 
mplified 
Set-up- * 
Solved 
Strategy 
Structured 
Streamlined 
Strengthened 
Successfully 
Tied- together 
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* HOQ RESUME SHOULD -BE LAID OUT - ^ 
In roost cases, the resume should follow this approach: 

name' 

ADDRESS ». ' [ ' v 

' PHONE * " 

PERSONAL * Birth Date, ^Marital Status, Number of Children, Excellent 
Health (only if true), Military 

* * &h. 

OBJECTIVES Make sure that your objectives are broa<j enough to 

/ cover any employment for which you are suited. Alternatively 
you may use this space to summarize your skills, experience, 
A and qualifications, 

EDUCATION Start with youiL highest level. Include the Kigh school 

-■5 only if there is something special about it. Include * 

* . related traitving and professional licenses. If you are 

a college graduate, show only* special courses which enhance 

your degree/ qualifications. 

EXPERIENCE Start with the present (or last) position and work 
, 6ackwards to your first job. Show the dates of 
employment (generally just the years will be sufficient). 
Give the name and the city of the organization, brief 
description of the organization and/or your division, 
your title, Responsibilities and accomplishments.* - 
pescribe your highest level work* not your beginning 
, functions . It fs understood that^people do not stait at 
the top. The functional resume will l^ave out ail dates 
and company* names, and will have a brief paragraph 
^ about each major function performed, 

MISCELLANEOUS Professional/academic organizations or memberships. 

Leave out race, religion, color or any inference thereto. 



COMMENT 



Say southing about yourself. It must*be both true and 
wrirt^n conservatively. . ■ • '* 



- SPECIAL SITUATIONS 

If you fall into any of * the following -"special situations, 11 you 
'should modify the above format tcf de-emphasize the negative, as follows: 

Tfrf your personal data (age, marital status) is not favorable : ^ 

Put that data near the end of the resume (directly before 
"Comments 11 ). Make sure that your resume is longer thaitf one page, 
so that the "Personal Data" section does no #* appear on page one. 



ii 
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If- you are not a college graduate : ' 1 

If your occupation, usually <j$i|s for # a graduate, put the "Education ^ / 
section near the end of the resume, making sure it doesn* £ appear on, 
the first page. Expand on the education by showing as many; business 
related courses that you have taken as possible. 

If ^rour -record' includes too mapy jobs : 
■ * 

You can Bo one"6f several things; (1) use the functional style 
(with dates); (2) use the hybrid style which functionalizes 
experience and shows chronology at the end (not on page one); or 
(3) highlight present (or last) job, if related, by\flking substantially 
ihore space for that job and nuch less space for each of the others 
of summarize all of the o h ther positions by showing an all-inclusive 
dating with a brief description of; your responsibilities in all of * 
those Jobs together* * f ~ 

If your last job is* not as salable as an' earlier one: j> 

You can c^o one of several things; (1) 'use the functional style;* 
(2) use the hybrid %tyle {functional with chronology at end, not on 
one page 9 or (3) summarize your recent jobs (show the dates, but 
leave out the names of the companies, then follow with the important 
chronology) . . . " 

H you have essentially a jOfreTorganization (company, agency, service/ record : 

i 

Show the name- of thfe organization on the top of the *"Bxperience" 
section, and under i,t show V chronological history of your employment 
with that organisation. List the dates, cities and responsibilities ■ " ' 
separately t (most recent position # £irst) . If there are many changes ■ 
within one organization, condense attd summarize the categories r 
so that you show no more than f xve. ■ P 

If you have a one- industry record : 

If you are prepared'to change industries you' might need two ^ 
resumes - one iri the functional style for general use offside of 
your industry and another in chronological style for industry use* 
a 

If your background is exclusively government or military ? * j . 

♦Use the functional or hybrid style, * J » 



This was adapted from a previous article written by feobert Half 
which appeared in an issue of Peace Corps Hotlitfe magazine. 
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THE ONE-PAGE RESUME 



Your resume is; * ^ 

— a creative expression of your capabilities 
- • — well organized/easy to read 

— no tinle to be modest > * * 
m — prepared, typed and printed professionally ' 

your .'CALLING CARD *+~ ' v , 

What a one-page resume dges : ' ; , ^ 

• recreates an interest in you/opens dooirs-** 

* 

— summarizes your skills ^jad ^vhat ^you <;an do with them 

— gives thejn an /'anchor" (something to *tajk about} as 
theyfiueet arjd talk with yotf . * ' 

* — helps people sto remember you i 

) » • <' 

A one-page resume contains : t w , 

» * > 

— limited personal data ■ 

— your vocational (job,) objective^- * 

— your strongest skills and a short example of frdiv they 
, . have been employed ' * , 



The 'four resumes attached are dx'amples *ttf *one-page resumes. 
In addition to the job objective, a, brief summary of youX * 
experiences andyor skills may also precede the a more specific 
job and personal ^data. 



V 
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Brisn W. Arraes 
4958 Corporal Drive 
Woodfire, Virginia 22346 
Res: (703) 555-7453* ' 



JOB OBJECTIVE 

Position using ^leadership and communication skills* I have been ps'rticularly 
successful in .fche resolution of conflict situations* * My special interest 
lies in opportunities to develop already tested executive skills * 

' " . * t .\ 
SUMMARY' OF EXPERIENCE . « 

Organized and reconstructed the Vehicle Maintenance section^ in Korea to 
develop and maintain efficient service to meet the country's Air Force 
transportation needs* (1971^-1922) - * * 

, J • fc ; • . - . r 

Developed leadership abilities in section supervision an d reduced 
interagency conflict to provide Webb Air Force Basd^ Texas*with ^a ^rong 
division to meet the transportation requirements. (197CM£71) 

\ ~ ■ ** " 

Attending George Mason University graduate school to obtain a M,A. in 
Industrial Psychology. ^ (1973-1974) ^ 

Most of the above was accomplished as a Captain in the United States 
Air Force, now retired* 



er|c 



ORGANIZER 

FLAHUER 

LEAOER 



TEAM BUILDER 



COMMUNICATOR 



AREAS OF EFFECTIVENESS - v . 

I reorganized the -transportation sections in both Korea and 
Texas to provide efficient operation afrd—service 
which resulted in an award of accomplishment* 

Researched, planned a*nd developed a budget for the 

transportation section's in Korea dnd Texas, Otice accepted 

I provided internal and exti&nal controls to maintain 
. the budget. " * , 

Developed a -cooperating' relationship between two opposing 
sections by providing a iheahs to v^fttr and. ditectr viewsv 

Re^u.cedi'black/white ftictibji allowing problems to sijrfacg 
/early £o/permj£t "quick\ soiling/ " * ^ 

' ' ,v ' f / - - - ;A * ' * ~ s r« 

* Directed, needs o£»oOther agencies through my personnel 1 . 

£o,.af<comp^lish Vetjter serv^pa to those agencies, * 

Cowiiuaicated itry a^upply nfc^ds to superiors so z that better ; ; 
maintenance service could „be provided to the base* ' ' 

j - y * 1 v -\' 1 , ■ - - 



\ 

A, 



6, A;', ~19£8 V Westminster College, in Fsychology /■ 

Graduate Study -begun, iGeorge Meison University, in Ijfutuatrial F^y.dhdiogy/ 

■■■■ - - . • ^ • • • • , i\.;;v% , 



Joel Westerning ^ 
345 Queens ES?ad 
Valley Forge, PA 49754 
Tel: v (604) 555-1234 



JOB OBJECTIVE * 

Position .in , mental heal^fi^ising my leadership, program development and 
training/teaching skills, I am especially interested -in applying my, 
skills to community-oriented approaches that emphasize prevention/as well 
as counseling, , Past experience demonstrates that I. have the ability to 
plan, implement and evaluate comprehensive*mental health programs. 



SUMMARY A? EXPERIENCE 
(Last five years) 



Director of Community Counseling Program: American Association of Malaysia, 
Kuala Lumpur, Malaysia^ July 1977 to present. 

Consultant: Pathfinder Fund, Boston, Mass., 4/77 - 6/77 and - 7/78. 

Consultant: Downstate Medical Center, State University of iJewYor);, 
Brooklyn, N.W,, 6/76 - 4/77. » 

Treatment/training Supervisor: Comprehensive Mental Health Services, 
City of Virginia Beach, Virginia *gach, Va., 4/76 r 6/77. 

Instructor: Tidewater Communijty College, Virginia Beach, Va., 4/75 - 3/76, 

EXAMPLES *0F EFFECTIVENESS # 



COMMUNITY 
ORGANIZATION 



PROGRAM 
DEVELOPMENT 



SUPERVISION 



Developed community suppor^for a pr^/ention~oriented 
community mental health program foir Anericans living in '/ 
Malaysia, Catalyzed different groups within the' community 
to* assume responsibility for meeting mental health needs. 

Assessed needs, designed program models, marketed, ^ — 

implemented apd evaluated preventative mental health 

programs in such areas as drug abuse prevention, family 

communication, cross-cultural adjustment, human relations, 

and preparation fop major life changes for both youth and adults. 

Developed and implemented training programs for professionals 
and para-professionals in the areas of crisis intervention. 

Provided direct crisis* intervention and counseling services in 
a number of job settings as well* as clinical supervision to 
others involved in similar work, 

EDUCATIONAL BACKGROUND 



Advanced graduate studies in community psychology, anthropology, and 

population/family planning at New York anji fcolunbia Universities, 
M.A., I974« New York University, in Community Psychology 
B*A< , 1968, SrU,N,Y, at Buffalo, in Psychology and Economics 
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W ILL I AM M. GARRISON 



\ 



OBJECTIVE 



East Orange Street, Holten, New Jersey 97584 
(2*1) 555^9743 



^Conceive* design and .implement PROGRAMS for 
"HUMAN and ORGANIZATIONAL DEVELOPMENT. 



QUALIFICATIONS SUMMARY 



Solving problems In Inter-personal'^relalilons to 
enable productive communicating and facilitate" * 
organizational change. Integrating real work 
situations with realistie^and attainable planning / 
goal setting . Managing program components from 
concep.t through final evaluation, *Conmftinica£ing 
effectively to all levels of managemeht. 



|VlbENCE OP ACHIEVEMENT 

Human Resource 

Development/ 

Training 



Community 
Development 



Employment 
Training 



Inter-Cultural 
Understanding 



Health Care 
Rehabilitation 



Provided group training in public/private agencies 
leading to increased communication amoi?g , 
employees, better understanding oi work goals, 
^team planning and staff cohesion, 

Facilitated the development, of strong, viable' 
urban neighborhood programs In northeastern 
states through workshops > one to one negotiations 
an dxfofomi 1 1 ee meetings with bankers, residents 
*agd^J.ty government ^ficlals 1 , 

* - , *' " ■ > 

Created training curriculum for federally landed < 

'"world of work' 1 ' project which caused positive 

atti%udinal change and increased employment 

skills among hundreds of New Jersey youth. 

Developed human relations training and Inter-" 
cultural curriculum for school districts in New " 
Jersey/New York which has resulted in greater 
understanding among student&p^eachers and 
.parents and more effective ffras^room management 
in hundreds of classrooms. 

Worked with patients in N, J, t mental ^health 
facilities in group sessions and one to one 
consultations with the desired 'outcome of 
strengthened communication/ socialization skills 
achieved* * 



Evaluation 1 



Assessed employment attitudes and skills, for 
experimental survey /evaluation funded by the 
Department of Labor, * _ 

- i- -■" . # 
. . in 



f GALE At SWEflSON 



^Ppofeasion : * Public Health Educator; 



permanent Address : . 

806 Volunteer Place 
Valley Jtfeam, New, York 
Vs,A. 11439 
Telephone (591) 555-0011 



jCurffent Address : 

c/o International School of Kuala 

Lumpur 
P,0, Box 2645 
TKuala Lumpur, Malaysia i 
Telephone: 460522 



J0B-t)BJECTIVE : An international position in the health/family planning 
field th£t utilizes my Skills in the areas of, program planning and 
^development, training and evaluation, and community education. 



SELECTED AREAg 0E EXPERTISE 



4 ^ y 

Beloy are some*illustrative examples of demonstrated areas of expertise 
/in ttnl fields orv^fam^Lly planning and health education. 



PRjJCRAM DEVELOPMENT 
i 

SUPERVISION 



COMMUNITY EDUCATION 
EVALUATION . 



Developed a program for preparing trainers of 
auxiliary nurses / in the area of family planning for 
the Malaysian Ministry of Health, 

Trained volunteer support staff of family planning - * 
clinic for adolescents. 

Supervised a team of health aides, who provided country- 
wide educational services tp needy population groups 
(i,e, - th£ aged, teenagers, th% poor) 

Through a series of workshops, catalyzed 6 colleges/, 

universities to initiate programs in l the area of 

human sexuality, heretofcjre lagjs^ng , for their students" 

Evaluated the family planning field performance of 60 
nurse-midwife instructors from the Asia region 
trained by Downstate Medical denter. 
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TRAINER DISCUSSION GUIDES 
for SESSION III 



The attached discussion notes- fehould be used^ 

to prepare comments/brief lectures for Session 'III - 

Values^. Skilly _aad Resumes. ^ ^ ^ „ 

As an option the trainer may. also wi^sh to distribute 
copies of the-notes to participants. 
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SESSION III 



DEVELOPING A - RBSUME/SF-171 
* DISCUSSION GUIDE 



'Use these points as material for/the discussion on resumes , * 
and 171's/ The Handout on "How to Write a Resume that 
Brings Results* will also be helpful in preparing for the- 
sessUftri w ' ( 

Developing a Resume 

- - ^ 

• 'A resume has been defined as a "unique, dynamic and 

factual representation of you at your best", * 

• Developiog a resume is a process which may include 
\r s but is not limited to the following components or 

somp derivative thereof: f 

\ - Objeplives 

-Qualifications /background/ achievements 

- Experience/work iiistory 

- Education * 

- Personal data ^ 

- Other data 

• The obj£&tive should be a clear, concise statement 
reflecting your thoughts and feelings about what 
you want tcf do, 

• The qualif ications/background/achievement section of 
the respriie is a brief summary of one's major areas 
of experience and achievements*- 

• Summarizing in single^ easy to scan words or a 
brief narrative using strong* active verb^, t is 
recommerided, 

• For employment history section, start either tfith 
the most recent or most relevant position, list job 
title, employer/company, dates of employment in 
years, and a brief description of functions or duties, 

• The education section provides a space for listing 
educational credentials when they are relevant to 

* your objective* List the higlj^st degree obtained 

first; non-academic education and training may be 
listed advantageously when related to the objective, 

• The personal data section has received the greatest 
-debate f f*om , career counselors. Use discretion in the 

EBW" • personal d£ta you gi<v,4>X Age, mari*tal status, children 

LiylL and health may all.be interpreted negatively, ^ 

-T^*- : ■ . . _ ' 114 
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Regume Discussion Guide - Cont. 



potential pitfalls to avoid are: s - * 

- Avoid! nicknames x - . ' / 
Omit date of preparatidn and date of availability 

- Forego photographs 

- Leave salary needs until you. have a firm offer 

- Omit "references furnished upon request" 

"* K '~ t Avoid weakening s statements with the obvious, 
such as "no degree" { 

- Do not add "willing to take anything" phrases 
-'Unexplained jaajoY time gaps 

- Omit "resume", at the top 

♦ Do not include references wi^th your resume 

• A good,.rule of thumb is: "When in doubt, leave it out". 

\m The following tips sy*e worttncbnsidering when assessing 
£he finished produce: - 7 ' 

- Trim all unnecessary words ftfom the resume 
Arrange the information in order .of its importance 

\- for the .occasion ; 

- Use spacing, lettering, and underlining to 
highlight im£><yrtant statements 

*- Place name, address, and telephone number in an 
easy to see location -at the top of the page 

- Aim for one page, two pages or folded resume 

- Print the resume on quality paper * 

- Assure. £haf the typing is error-free and in* a 
professional looking style , 

• ^Sojjie^of the more common types of resumes are: 

• - Fact sheet support rename 

- Historical resume # 
Functional resume * 

- * ,f ^ tfistorical-f unctional resume 

' Fact sh^et resume states the facts in a straight- . 
■ tor^arjci 1 banner, listing positions held, education, 
^personal and other data. 

^Historical resume , provides "a chronological summary 
. of positions* held beginning with the current or ^ 
most recent position, it also lisfs education and 

* personal data. , 

# Functional resume focuses on a job objective, a summary 
of ■ experience, and features related accomplishments, 

It also includes a brief ^mention of education, employment 
. history .and other 6areer data. 
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* ■ * 

• , Historical-functional resume is a combination of 

chronological information and related , accomplishments, 

COMPLETING THE SF-171 ^ f 

• Unlike a res^e which may often be developed creatively* . 
the SF-171 is & four-page standardized format lyith > p 
fewer opportunities to distinguish one application 
frorf another,. 

It is a statement of personal qualifications and 
is characterized by the following, components,: 

V - current personal information or preferences 
' - experience/work and volunteer <* 

- special qualifications/skills/education/training 

- federal data , \ 

• It is important to establish clear, concise responses 
to all items- and use the letters "N/A" meaning "not * * 
applicable 11 to respond to any items that do not apply, 

• * The ACTlbN Former Volunteer Services advises . % 
Peace Corps Volunteers to state in Box 11, Page 1 
that they were volunteers and give^ da^es of service. 
It is also advised that in Box 12, Page 1, the following 
statements be made: * v 

- Non-competitive eligibility for appointment to 
Federal positions due to Peace Cortts volunteer^ service 
per Executive Order #11103; prefer to FPM (Federal • 
Personnel Manual) Letter 300.24, 

• The Experience/Work and Volunteer section allows for 
complete details on each job held, and the Former 

* Volunteer Services recommends inclusion of the *• r 
following dimensions: 



- Nature antf variety of the work 

- The authority supervision and responsibility 
exercised 

- The difficulty of the work 

- Qualifications required for performance 

- Supervision received 

- Outstanding and/or unusual accomplishments 
(particularly under difficult circumstances) ■ 

• The Special Qualifications/Skills/Education/Training 
Section requests basic credentials r but also allows 
for open-ended responses, 

ERIC ' . tl.S 
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\ Former Volunteer SesRces encourages recording all 
training, with* .special*, attention to Peace Corps 
training, in-service training, and other training ■ 
that is not , directly related to- diplomas and degrees 
in formal institutions » 

• There are several other points that will minimize ' 
errdrs and common nustakes that tend to cause 
disqualification.* Some of the most common red 
flags are 

' g * 

- Do not submit a resume in, lieu of 3F-171 

- Do not attach a resume to 3F-171 ^ ' 

- Do not omit infgrmation .that is% requested 

-~Do not write in spaces deserved for Federal Officfer^.7- 
or agency use % ■ s 

- Do not submit copies of personal publications \ 

- Do not list relatives as references. . 

- Avoid statements that may be volatile or open to ) 
negative interpretation • 7 

{ - Do not? submit a Volunteer Service Statement 
N t in lieu of completing details of experience 

• As SF-171 is the only document on which the* volunteer's 
experience and education will be evaluated for Federal 
employment, there are some basic suggestions to give 
the finished document an edge: 

- Type or print. the document in ink 

- Provide all of" the information requested, paying 
attention \o answer each question of mark H N/A" 

Use "Continuation Sheets'* when additional experience - 
blocks are needed. Plain paper ^may be used if all 
of the information is added to the t block. ' Each 
plain* sheeft of . paper, should be identified showing 
name, birthd^te, position title, and the appropriate 
description under Block, 21 . • ^ 

- All supplemental sheets should be attached to Page 3 

- For former F^fieral employees, some agencies require 
a "performance appraisal" to accompany ^he^SF^lTl. 1 
Others may wish to submit a letter of recommendation 
or letter from several persons with whom they have . 
worked closely before leaving the project 

- A volunteer Service Description may alse^be attached, 
n < butj understood that it is not an evaljiatiogi. The" 

claim for non-competitive eligibility* majA be • 
' supp§rt£d with this attachment *" \ 

' - Sign and date the document. Throughout the document, 
one given name, initial or initials, and last name 
shoul'd be used for consistency. \^ 
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S ample 

Chronological- 
Resume 



John Doe 
101 10th Street 
City, State 00000 
(000) 000-0000 * 



PROFESSIONAL Professional position encompassing*natural-resour££^lanning, 
.OBJECTIVE management, and extension education. 

^SKILLS' & ^ Natural-resource extension; forest inveritory and management; 
ABILITIES recreational planning; soil conservation ; -cross-cultural coordina- 

\ tion"; project planning and administration; and personnel training 

and Supervision. fc 



PROFESSIONAL Field Coordinator /October, 1978 - January, 1980 
EXPERIENCE ' CARE/City, Country 



Developed and administered a natural resources program as the CARE 
Field Coordinator, in a cooperative program with the (country) Forest 
Service (XFS) and the U> S. Peace Corps. Trained and supervised 
the work of six field personnel. Oversaw and administered the n-gional 
office and its related functions including montji ly program* reports , 
project evaluations, project implementation, vehicle and project 
material allocations, writing technical reports, interagency' coordina- 
tion, and collection of now information for field extension courses. 
Projects supervised included: ten forest-tree nurseries; forest seed 
collection*and preparation; reforestation of one million seedlings; 
forest inventories and management-plan development ; soil conservation 
practices; demonstration plots; irrigation system; and fruit tree 
projects . 

Resource Conservation Extensionist ?June , 1976 - September, 1978 
U, S, PeaCe Corps/City, Country 

Performed professionally for the (country) Forest Service (XFS) to 
promote resource conservation practices as a' regional extensionist. 
Extended technical services to 300 rural farmers,*and trained two 
professional counterparts to assist with program. Accomplishments 
included completion of four large fqrest inventories with management 
plans; woodlot Improvements; reforestation projects totalling 150,000* * 
seedlings'; establishment and' supervision of three tree nurseries; in- 
troduction of improved soil conservation methods; promotion of fruit 
trers and management techniques; administration of food-fbr-work in- 
centive/program; assistance to potable water and road construction 
projects; and successful coordination of projects with other agencies. 
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Page' 2 



EDUCATION & 
TRAINING 



tANGUAGES & 
TRAVEt 



John Doe 



High School^stritefror/March 
Name High School/City* State 



, 1975 - June / 1976 



Developed and subsequently instructed three-month outdoor course 
for high-school students. PromotedNtf>Jectives of g£oup inter- 
action, reliance, 'and individual growth through open-clas&^environ- 
'"ment. "Duties included teaching English and nafuraJt sciences; ' 
supervising outdoor educational activities; and providing ind^vi- 
dual counseling. ' 

"Forest Jechnici an/May , 1975 - August, ^ 1975 
State Forestry pepartment/City» State 

Performed extension, management , < and planning services , Including 
training and supervision of one assistant. Duties included forest . 
inventory; preparation of management plans; supervision of wood lot 
improvement projects with private landowners and of work in tcee 
nursery; and forest fire fighting. 

Researcher/December,* 1974 - February, 1975 
Fish/6 Game Department/City, State 

. Participated in evaluation study by Department which, using ques- ^ 
tions to- elicit sportsmen's attitudes of fee structure,* helped 
determine extent of hunting,, and fishing facilities offered by 
Department. v * J 

•Bachelor of Science, 1974, in Outdoor recreation Management with * 
a heavy concentration in forestry and soil conservation, University 
of'State* City, State. Graduated cum lau<|p (3.2/4.0 GPA) ; ranked 
eighth among eighty-eight students in the School of Natural Resources. 

Peace Corps Training, June, 1976 - September, 1976, City, r Country. 
Intensive twelve-week professional training in natural resources 
extension methods and practices, Spanish language, andr cross- 
cultural studies. * 

Fluent in Spanish; Travel throughout Central America and the + 
United States'. 
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Peter Smith t ; 4 < , , 

Office MaYiagerVSeptemha*-, 197h- June, lj7^ . t 
Name of Company/City, State / \ 1 f 1 ; 

Gversaw,,all daily offyc operations (payroll , ; . accounts payable, 
accounts receivable, credit, bank rtfeonci Ration, >and income tax) 
in branch office of # large> nationp 1 bus iness >■ 3 

Bachelor* of Science, 1971, State University of . (St'attO\ City, * 
State Major: Business Arfmini s tration ; minor * Mathematics . 1 

Peace Corps Training, 1977', City, Country, Intensive three*/ 
month training in language, cross-cultural studies, and management 
with emphasis on international donor Organizations, manpower cdfl- 
trbl, cooperative structures, budgeting, and management decision-' 
making, . , , ^ , ^ ^ f = t ' 

Department of Economic" add Community Development, ongoing, 1972 
1977, Monthly training* and staff development seminars in budget . 
preparation'* and execu,ti6n , pe rs on nel J administration , Affirmative "* 
Action procedures, and supervisory responsibilities for effective 
management , * * • * * 

V* 

Proficiency in French and Spanish. Extensive travel in East 
Africa, Western Europe , and the United States,. 
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Sample Funfc^ional 
Resume ^ f 



Jane ^toe ^ , - 

1X1 Main^Street 1 . ; ^ - ^ 

City^ToWn 00000 " , V 

(OOfi^OjDfirOOOO Home Telephone ' • 

(000X^)0*00000 Office Telephone ^ 

Seeking professional position in program development and management* 

\ttne yearsT sufcessful management, expeifience ihcj.ude# developing 
technical assistance programs in Africa, Latifi America, and Asia; 
liaison with seni'ox -government officials; initiating policies; 
developing and motivating staff; and budgeting* . ■ ^ 

Planning/Organising " * ' 

Developed comprehensive program planning and management methods k 

to identify, develop, and review project proposals * Results : 

organization rapidly diversified and significantly Improved 

effectiveness of international technical -assistance* 
^ * 

Developed<and implemented system jtp forecast^ ^schedule , ^and moni- 
tor funds and personnel required tso implement jj^rte programs for 
2^5 trainees a year. Results: more effective ^use o^f resources plus 
reduced training costs* . ^ : ' 

Management »v " \ '.. 

Set up and directed planning office with an $Sl5>00(X grant/ ^Super- 
vised development and negotiation of technical assistance £0* govern- 
ment and private organizations. Within two months / organization' had 
capability to launch major, new program devel&pmeti#^effort. ^ 
\ ■' 1 

Directed largest Peace Corpsf training^opcration in Africa, $4<Jpj,000 - 
annual budget* Redefined policies to' integrate volunteers iritcf , * 
government* agencies* Restructured operation to buil^ host cojifitsy 
'support and staffing* > - ~* 

Staff Development " > v * - ■ - ' : 

Trained trainers- to analyze needs, tfijtte objectives, develop* ^ 
and use variety of instructional methods *antf" materials* Workshops 
developed skilled multinational teams able to* design and implement 
complex programs with minimum supervision* v 



Initiated and conducted staff development programs for trailers, ^ 
project managers, and administrators* Established skill bank oh 
75 esyserience^&Local personnel; * * ^ 



Page 2 
EXPERIENCE 



EDUCATION & 
tRAfelING 



LANGUAGES & 
TRAVEL 



Jane Doe 



Private £onsult£nt, 
planning, organizatio 
ment and private org'a; 



ne, 1977 - Present. Program 
raining assistance to govern- 



Director, Planning and grbjjramming, Company's Name, Washington, D. C. 
April, 197jS,- June, 1977. TTormulated program policies and* supervised 
program development activities in Africa, Latin America, and Asia. 

Director, Peace Corps Training Office, Town, Country. June, 1975 - ,% 
April, 1976. Developed policies, managed and supervised design, 
staffing, administration, and evaluation of agriculture fural 
development, education, health, and small-business training programs. 

Operations Officer, Peace Corps, Washington,. 1 Di C. ^Tune, 1974 - 
June, 1975. Managed and coordinated support activities fbr #5 
projects in three African countries. Served as active liaison with 
embassies and government organizations. 

Program Officer, 'Name of Organization, City,' State. January, 1975 - 
June, 1975. Designed and obtained funding for health assistance 
projects. Supported vocational training projects. Designed ^pd - % \ 
managed training and education activities* 

Peace Corps VoUinteer, City, Country. Jun</T^L973 - June, 1975> • 
Initiated, deSffgned, and -conducted laboratory school for elementary ' 
teachers. Developed curriculum and teaching/materials, fos secondary- 
level English. , 

Bachelor of ^ Arts J 1973, in Political Science. The American University, 
Washington, D*. C: .^Elected to Dean's List. ' * . 

Peace Corps Volunteer Training, .June, 1973 - September, V973, City, . 
Country, ifntens'ive twelve-week training in French, cross -cultural- 
studies, and English as a Foreign Language methodology. 

Fluent in French; working knowledge of Spanish. Extensive living 
experience in (country). Travelled through Africa and Europe*. t , 
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Personal pualifiqations Statement - 

Wflfld Instruction $ bolot* tfympfttlng form 



Sample SF 171 



I Mini A|i|H(iv?<1 
0M6 No SO BQttt 



I fcuul *\^ a i|iuti In 1-!* dtp Hint) liit .rr^J mtwtn" t*t tttwwm *'nw 

LEAVft BLANK ON HAS TEE COPY 

? -.Ogiiiit/ F*t *tw |t i *s,.h lo ^ ♦ 'Ulster i ihJ ttt ft\.iftf f tt titf i*nmtttiti*rtrt**' 

Cleave blank on master copy . * 
_Ip1q5_J ;_OOp-666_0__ a 

jJUIc' ^ [jniwie 

^ 4 JONES Mary. ,4ane 



4 Wwhfta' 1 ? 

Ljj/.a I 

6 Ottipr liitiiMnir* wniji'rt 

, Smith ^Maiden) V 



^JLL^aio-Street- H_ 

Anywhere * * 

_Anyftrhere f AA * 



-J.*£ 1' 



ZIIMV 
00000 



(0 fSnctdi&'iir'^ Numb** 
000-00-0000 t 



OQ/.O O/OQ 

1 1 ft y-j.i h.ive evf r Dt ^* 'UipFoywJ by I'* J *d*rr,»l GflvenuiH m ^ civtMfi (Pv« iru * 
li*qhr \t urade iM^iM -r*'Ofi tffipv rfiifJ fotrl'llH v 4 

^eace Corps Volunteer 
, fM-tt oo/oo /oo C ?"|thS J" 00/00/00- (COS _dat%0 

fin ^fuf I liyi ^ti'-iiltpr* 4 . tmr If I mi th t* i' 1 i a1Ui* k tu.h .i t un; 

ym< jpi rih'i* fin'ji' (iivtiMi a/ " i Mi if ■!***' **' > -f- ,| t 

N(|n-competi t Lve eligibility (Peace* Corps 
service); see FPM; Chapter 315; Sectio^'6-7, 



~7Ttv~." '""T-T] T!*™C 

LEAVE. HANK ON^MASf^R, ^OPY.__.lmmediatoly 



*. \ *\ \h<t i 1 i* * 'ith 
il I to J Hili*l|tr » 



Wheie you iccrpi ^ job' ^ 
A flMhe W-isMglon OC Melropolrtaii meat* 

0 »i» HpecifytottiNyt 



x 
x 



DO.NOT W^fTE IN THIS BLOCK 

FOB USE Of EXAMINING Off ICE ONI Y 

1 Submittal 



* Opiioo NiMctr 



V 



. .JD"'. • 



this SPAct fon ust or AFPomrtNc ifffjct« omiy 

fliTfiii f * ^ Y'i '* v ■* i J* " ;*■ l>* > * *" *' *t * L ^-i'l i( J r 



> 
2 
2 

O 

c 

z * 

o 

m 



n^' ■ n 



nu.f ;n' : : 



X 



IS ^rtiMli 1 v""' A#h UhfMv tor b^iotflht If Av«l 
A Not AviTljM^ tr-r ftvrrnrghi Uavtt*. , pJ ... 



x , 8 tiotfiighrsp^niOHi'i * 

D Met moitorgftlsftfr month 



19 Af^ ^Dt*.f t ifMtXt 1 ^ jr<iri l^* 1 *' >ns - 

|l ?l to Ji^Kt^pp* Ar^ * 



ft 



JO Veijfan Pielerene* Ans*<f all iw'ls ^ a PiVi does dpi apply fo you. <m)S'ai;< KO' 

^ Mfl^p rvf< »** H #r \ flfli duly i*> (lie Uinilrd SMto nufuaty service'* rficWfl (Ow< i/jjC^ ^ ^*tf♦»♦wfll/Ifr , ^r^/ , ^/Afi«-^ t r ^ 

8 IIJl*e yi -Jf*€* t**f r fti t?iftiOidf*Oifllhe Jll Jfietf u*rttcr OEhh ItwiTfionoratJle conciiltf 05^ Kotrm^ Omfhiny %m *f t - '* r-^r t' ^'q*t/ ' 'I'tt 1 1 

QfntfaKbf ii ttnifcttqe frvw ffoj^ ot ym/tat dttmatttYi. . < . "- , - . 

1/ YfS q'V»"(lfUtls hf Fll'Ut ^4 * 
0 fa y^u cMfii S (wimiI jirrleicm e Iwjaf oo Aftivr duty m IhS Atinnl <o*i rV* - . . , , 

II US you will l»f »f<tm«ffJ ro forjuUt trcm<rs 1q suppml ym dnrm*>t he lim^you ate appointed 
D On ymi cfftiro 10-pimt pielmnce 7 ... f , 

Ji vfS. tfitck ifw» tn*of p'prifreotf tla*mcrt aodMmpiHeaofjalUchSuiidantroFm IS. DairpFor 10 Point Vfrn.m Pifd * V famji-i a'h i^ep-onl 



f ypf o*-r»^rf«ite 



I I itf rtiif^s briihr^/.tfiJseMiiMiumbrr ol tit attt\c sftviCf /r«le' ^ A tf twt Jpt^ti dtttft 

^* N/A 

from Jo H*tinfl» olS^'W 



□ 

cl» 01 



JIM 



□ ^.■fii np^r 



□ ' • □ 



□ 



125 



UpF»f*\ (WVlPIN'-ltNJ •'•ANUjWM fJJ'POMlUNtrv fV»TL(itrH 



"152- 



;* \\fcdri*.W jl*t|tii . mruJ *u^«*i l in cut i*t **ilinil***i ri^ti^ f t*u1 *ntti t.ui Aiiinml tit* m! u*««u i**"V L L Wi»* 

'r'-Hb'tf /ihWss .«1 tit (1 tm* im ll»f Id- i hni 1 ill Ihr VMwnto* t» t»Lh fct m iinlif nl w ilHti-rii* 



I'iMtc Cojfps/CoyAil ry ^ 



.Street? Ad dross 
City /.Country 



Ihllt fHitlliiywJ fyilr rtKwfft JfJd « t H ' r 



BfgiHniog S Vo I unt IKT 
■ f ffdino $ St ipt»nd 













A'. 




1'I.M r ni 




Oly 


City 






Country 



HAalrh Orpin i7«Y 



local supervisor 



Aj^3 Codt f captain* Wn^hf 

J: I no-nno 



debtor: 1 mirssi- 



Jtcoutittng social stwtcts *tc ) 

^ * Federa 1 



il Federal Hmtt t»v^ian 01 imhiaiy seots. giadetwian* antidaitoi 
last pYOmotiOn 



"lOui itjfi lot *dnl rg to 

Conip let ion of three 
years ^voluntucr scvice 



Description t>t work ftklcot* yovt specthc ifvUts ttsponstbttttw aod *erompteft«wjls w to* /ofi f 

Upon" appreval of Peace Corps/Country of third year extension of volunteer 
service, founded low-cost medical out-patient clinic in (town) for a grass- 
roots organization, '.Responsibilities included;. 

Adfflnitet£gt i on 

iased oW^xtensive personal research, planned program for the 'out-patient 
cl^ni/i developed site; recruited professional medical staff; located and 
obtai,ned : all medical supplies; implemented and directed budget: raised 
100% *£f operating funds by obtaining commitments of assistance and support 
from foundations, religious institutions, universities, and other non-profit 
groups; and ev^lua>etF status of the program which included research and 
.writing o f^on.tnTy reports concerning assessed needs and recommendations 
f or -^improved ^ervicetf, %t 

Management 

Directed campaign, for the improvement of sanitary conditions in the- open 
market-. This included obtaining visual aids, procuring sanitation recep- 
* tacles, kasjte removal, and collaborating with city officials to wash and 
fumigate, the market/ 

Jh^f 

Tra i n i nft/Counsc \ \ ng fc / 

Provided technical assistance to Peace Corps andother volunteers tn imple- 
menting innovative health programs in schools and communities; trained volun- 
teer personnel in all operating functions to continue clinic procedures; 
directed group counseling for market women in seminars dealing with inter- 
-personal relationshi|SS;*directed encounter/exchange sessions, procured audio- 
vi'sU^n^ eri4s , and invited guest speakers; provided technical assistance to an 
independent company interested in the improvement of the living conditions 
of itfi ^mploy^es, 'V 
■ * 

Re search /Eva lua t ion ' * 
- Researched and col Lecteddata for a feasibility study of day-care centers for 
lowyincoirre families in the area; made recommendations and presentations to 
local c ivrc. groups ; in order to analyse community health needs, conducted 
case studies and surveys to detGCrnine the medirol history of clients: developed 
Instruments, interviewed clx^ntSj and made recommendations to sponsoring agency; 
"conducted survey of produce prices in the <c ity ) market ; carried out research 
<for^ the t f ir^t viable "bluoprlnt of the market and population density of samel 



\ 
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f.«* OU/77 'io «)/7*> 



IV. h r Km |v,/C('iinn ry 
Si rt-iM A*titn*ss 
CiLyi Country 



| H1 , HH| s Stipend 



jTOwnftug \0Ct3i stfwct$ r/cJ, Federal 
"Volunteer Agency 



Loc.il Supervisor | 



A'*\i Cod* 



ooo-uoo 



last piOmOhbn 

N/A 



60 



<-,r ¥ t:il v 

Stolf 



Count ry^ 



Tftird yc<ir transfer to 
health program 



- Oe<<.r^l*op o* work Jftitft/* yfltrf sprohc duties (tipflnsMibts MUf AZCOtnpiHhfWnH & thA fotot 

Assigned bv the Ministry of Education to a high school in northern (country), 
Respbns ibi Titles included , 
i 

Teach ing/Tra in ing - . 

Delivered classroom instruction in English as a foreign" language to 12 classes 
of betfween' *25' and 75 students each , at the 7tK* 8th, 9th, 12th* and 13th grade 
levels; devised and used a variety of approaches (Silent Way, student presenta-* 
tlon, role-playing exercises, group projects, etc) to convey different subject 
matter In the classroom; taught students effective oral and written communica- 
tion skills; a*vlsed nort-native English-speaking teachers on teaching methods* 

r Curriculum Development 

Determined extent and scope o*f curriculum to be covered in each class; resi^rched 
and evaluated existing materials and techniques, and adapted them for use in 
classes; devised curriculum to answer needs of students at different levels of - 
proficiency within itid ivldua 1 c lasses ; developed and wrote curriculum to 
stimulate chinking about local issues; prepared and wrote teaching material^f 
recognized the need for, organized and taught a special program" in remedial 
English-for' students preparing for national examination^ * 

Education Adflffnist ra t i on ^ 
Organized materials exchange between American and (nationality) teachers; in 
conjunction with other staff members, planned the master schedule tor the 
school (2,000 students and 30 teachers); designed, planned/ and implemented 
teaching schedule* participated in crl-afinual coaferenefcs with sraff and admini- 
stration to discuss students' progress and make, recommendations for the future; 
as class advisor to two classes, represented students at evaluation meetings; 
kept accurate records of material covered in ea*ch class for use by administra- 
tion and Ministry evaluators; participated meaningfully in staff meetings and 
^ in three Education Peace Corps mid-term conferences to 'evaluate Peace Corps/ 
TEFL program, ^ - 4 

Re search/ Evaluation/Ana lysis 

Researched, evaluated, and adapted existing teaching materials for use in 
classes; evaluated personal teaching effectiveness; evaluated TEFL program 
through tbxeet, mid-term Education conferences.; evaluated student progress 
through tri-Annu^l conferences with staff and administration, oral and written 
testing* employed analytical skills fn trimester and yearly computation ol 
averages, 

v Tes^t ing/Examiiia't ion 

Designed , Jwrote t and administered oral and written tests for'classes; prepared 
I3th grade students for national examinations through -e-raTSro,om work and mock 
tests; designed, wrote, and administered written and oral* national examina- 
tion^ for 10 t4i an^J 13th grade students; evaluated results of classroom and 
^national examinations. 
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#2l/B: TEFL Teacher (00/77 - 00/79) 



0 



Accomplishments 

Duetto cross-cultural sensitivity and (language) fluency, became an Inte- 
grated member of school, and community; negotiated effectively with an inter- s 
national staff; developed awareness of cultural and political *mores and 
system^; developed ability to adapt to any cultural situation, " 

Operated a. English library in home, the only source of English books, in town; 
introduced students to African authors writing in English* Devised curriculum 
to highlight and stimulate thinking in such areas as public health, urban \ 
planning, and local problems* [ * 

* * * * 

Upon successful completion of two year assignment, requested and received a 
transfer to a community hea 1 th .pro iect fsco tf21/A) 



TEST and iSdrm oi e5>p5y5 1 oigSwaiJoS (JnciJJoi IIP Code \tkwwtu 



Name iof Company 
Street ^Address 
City,, State 00000 
f iacI tt^of your DDMimn As^lstant"' 
Of f ice Manager 



Dales employed *o*vr mono* Ann yt9n 
tim '(Om Io 00/77 



Aner*p,e holier ol *0\i'S p*» 

40 



Sautyoi eiinfngi - 1 
fltflmmugS l2 5, 0" W eok 
***** S l35, y week 



ruce 01 *ntpfO)fr*ftl 

C»Hr City 
SMif State 



ittOWlttM} MCfAt Wtf'ftt elf* 



i Arri 



Arm Smith 1 -^POO [000-0000 ^ 



Hanu facturi ng 



III Fedftal ^rvtcr ovriian oi rrithtaiy SfMH grade Oi tank andO\H/D1 
N/A - 



2 support stall 



YOtH >+■ '^fl 1w Ifivtnq 

Entry into Peace Corps 
volunteer training 



Acted as the Assistant" Of f ice Manager for a smalt, independent company which 
had previously filed for bankruptcy. Was responsible for the mtfintenancc- 
of product operation and budgej: procedures while meeting the various complex 
.financial commitments imposed^by, jud icia 1 imperatives, Tfris included book- 
keeping systems, monthly financial reports, and payroll management. Directed' 
product shipment, ordered raw materials and Supplies* 



to H*rr<i ami addie** ot emp%e* * wqanttiuvn Unmet it? €txf*. Hk/towa* f 

Name of Legal Firm t 
Street Address * - 
CUy, State 00000 


Dales employed #jve mooi/i wo ytao 
F(0(n ' 00/75 lo 00/75 


Average nu^bfi oi ftouis t*- " 


Satoiy^f earwrtgs 
BegmmngSlOO pw week 
Endtn^ S plus per expenses 


Place ot eniptoyfjiffli 
City .City 
Sute State 


t*3CI dire of your pjkiWj 

* Para -legal Rosen rchcr 


Name ol urMctaTt iwemsof Code Ulcp&we Number 
John Jones ! 000. f 000-0000 


Numbe* *nd kind ol empfoyee^ you - 


ot b'tstnes^ a' o*p>tfNMirOfl tnuv*v l *i fating 
l,:iw Firm _ 


it itoWi s^ivae- ci^Tu^ of mdjUiy setter giadeorianfc awidaifcol 
N/A 


four «iwn lot itavirfl 
Completion oi 
Service 





^Studied JjTudiciai proceed Jugs (briefs, deposittonft^etc*) an antf-Lrust case 
against ma|or oil companies, ■ Investigated U^S^ jppate subcommittees' findingj; 
and collected pertinent data^' Hade presentation of findings to lawyers in- ^ 
volvttd in 4 the case. , - 



SI 
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Attach Supplemental Sheets or Forms Here 



Progr.ini imimigement nnd development \ research; hudgcL 
p J finning ; 'LerfLh I ng/tr.i hi L ng; t urr 1 mlum devu- I opment ; ol C Lie management ; i nvetitury 
control* Community Wg;ini z Lug; cross-cu I Lura I sensitivity. 



H/A 



J) A G l 1 <5fjlvVeTttmr^!n*ntcj*iW>ijj q*i4iijrewii*>flt*t fieri imtmonii** 



Jet 



"06720 



"University o7~*S taTe* 
City, State 



'University oT State' Program In EpiTfiT 
Made I'd, Spa^h 



- 55 t y/A 



Anywhere High School 
' Cit y, Sta to 



09/70 
09/72 



Politic al Sc ience 
Span ish " 



H istor y 



■JO 
~3o_ 
"\2 



Political Scie n ce «md Spanish ^ 



06/74 
06/73 



T^^lf *^^»^'»^»^ft^^^^f 



, ;t^*l' 
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IKA. 



1 <»e 
*V; *e 



lit/ ' i h '» "+■* 1 



P^ace Corps in-service Tra ining t 00/79 , City, Country . 1 mens J vc> four-week Lr^i \ ni ng 
in the principles of community organizing and pub li l-Iilm 1 Lli^projec L m,i n.igcme nt . 

Peace Corfrs Volunteer Training, 00/77 - 00/77, City, Country. Intensive irn-weck 
training which included (language)» cross-cultural studicN, jud loathing English * 
as a foreign^ language (TEFL) methodol ogy* ' _ _j ^ ^ i _ 

(H ame) Sch^rshi|j t 09/70 - 06/73t Kationol Itonor |6ot:ietyi undorgraduiito CPA 3.6M.O 







tafl Prtpif e I'M 




Tectatti Uiwtits ere 


Ciin»dArK>M leChmcii 




WmiOidietrfiy 


flutntfy 




Into f ftj*ish 








Spanish 


X 








X 


X 


X 




French 








X 





























A fte^OKn iai fhftt at**om • ^ * t » N0> *c««rtf»|0v4na*lioMfC0ei«Aitc aao**$B« I|V Qu»i*twwn»*fl0 trtflttl lot rife pwnw lot frfiPCfttfrvi^ iWn^ Dungi rePt»^»ne> 
Of ttfp***«0*J^rt untftf Hem ?l. ItptTitiCI p i 

: : . i 



fttscnl B*rt(ftrt*[ el Home 



II First Avenue, Apartment I 
City, State 00000 



CraUTu tc 
Student 



John Doe 



Jane Peters 



12 Second Avenue 
City, State 00000 



Student 
Counselor 



Mify <SmFfh 



13 Third Street 
tfltyr State t OOQQQ 



Technical 
Writer 



O «3 

:rlc 
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j anT" to the pew column. 



27 AreyouacrttfenollheUAilidSliies* 
It grye country «| «n<^ you are * ftliZtn 



kO t [ * tonvici«x» or atangtfoesQtfftcttturty rneao ™ «ncwt be epbtwued The Mtefi ot the conviction ot from end ho* tono too tt ocoured tt *mpofUnt Gtvt as the ficu w thai 
a d*c*s*oncan fee made 

21 *th«o*utti*¥»]ft^Mvt^^i4f«(rofl*iflyiobJw^tM^ ' 

& WithKttfte iasthvtyeafs have you guti a job alter tKing wtiiiedthai you would be lite<P . . 

" your »o £6 ^ 29 *BO¥t *s YES jjvt avians >* item £ Show (h* name and address iincaritotf ZIP (Me; of employer approbate due and reason* each case Tnism 
iwma!K>rt i^cvW *gre* *iTbyOuf vvjwerimiitfn ?i fcipertence 

* 

39 * Have you few been converted lorlerted collateral ot vti<*r&iin4*ftoQ*%i0<mimmotwitousmotti#w<*t otaftse Kt}t$\ti*i**rt (Af*nwytt0*tit»4 tuny oi 
km* (K/ttrnw by tmpntwmmi to % Hm **att&og cat/ee/. M rt** MtfrKtrttVtfQtfv&4 &$yt*4*t • tmfrrmrw wfrf thttiwtett Sutt mi pur^Jft*W* fry • turn of 

impfttoMfitM^ttwojfunvfm) ? 

8 ftu'tng tH» piii seven years have yfc* been convicted imprisoned, on prtotion oi paitrte or lorifttid totti wu f et tff yw flow unie* cJwrge* lot tny otierae aflertsi Ihe w in- 
cluded in A above* ... . . t _ ..... , .... . - 

NOTE Whe* answering A endB above voi* may ororUl,trfjk fine* ip 

Mweredin a pmaJt conn or und* a youth offender It* (3* any conmciion Ihe recorder whxh hubeenfjrAweduittr federal or State law. end i4j any conviction stl aside 
unoer me f edertl Youlh .Corrections Act Of simitar Slata euttoruy . - k 

31 ***** trw notary W rv»«w*flYW / 

Hyour answer to 30*. 306. 0/31 rs*YES'.gfvf deleft m Item & Show i« tm^m^^im^thv^^^A^^^^^*^^^ 



x« 



32 Does ihe Unned States Government employ # a wiheft capeaty ot a* a member olihe Afmed Force* any retattvcot yoyrsfl* e*ood or mifnepeJ? (See i*vrtt 3?*rtf3J*nmeet 

tKfitff tt&tftKitOft SAccf I , 

33 Do you live with or *itMn tht p»i M monins tuvc yoMHvid wrti any ol these reuiivtt who a« e««toyed » a cie^ ctpa«tty* _ 

1 you' answer tc J? is ~VES~ grve in nem 55 io< such relatives iU name, (ft present idgreu t*K**JtfQ £F C»de^ r% reJationshtp. n r department, agency, or troth 01 me aimed 
fortes 

rryttrrowpto33n»v£$: ago »vt me kwdo* apptimnvent hetd »y tfte rffttivtl»you bvi witii or htvf lived wrth wiffxo the pt4< *2 m&otM 




34 Do you teen* or do you have pnding apphcMwt t w retirement or retime* 947. pvty&K w ^tNt co^oairTUbon ou«S *vxx ouiotry , Federei <iyai4A, oc totvia ol Cotvm&ij Gov 

tfnmentterv»ce» r , 4 . „ j& 

n ytw answer to 34 gtES'> firve QeoJi m Hero 31 



ywr Sttiemem cannot be procttted unw yov Mvt wswered iFI qi^eJttwn, Indudbg hemt 27 Cvough 34 ttcvf, Beturf yowliattfMcid wXlothewttotErtfnr 
marine} ) eoovt. m ffte *THV ^*0* column jjfV-^ 



la 



Non-coitipetetive eligibility for appointment co reoerai P 0 ^ 1 ^ 10 "^ 



due to Peace Corps Service IPQ/QP/QU - uu/w/uu; , _per axecuulve 
Order 11103; see attached volunteer uescnpcion or service and 
Federal PersonnelKanual , Chapter 315, Section 6-7, and FPM 
Letter 300.24. dated 05/15/78. 



25 



Spanish! 2 years high school': 30+ undergraduate credits t lived and 



stud-fed ir\ Spain. 9 montlfe: lived' and worked in (country), 3 years 



'Frf-nrh: k years hi g h school 



1) J^hn A. Jones: 2) 111 Main Street. Anywhere, AA 00000^3) Spouse; 



32 



L\ n.g. nopflrffflani- ftf Agriculture. 



± 



9«orespief ■i*«nn*fd use hittsheeiaol paper aoproxinuuh/thriajM tee aathti page Witt on each sheet your narne, btnfc dete. enj ennouncement & Pttr&on otN Attach jit sheets to tht » 
Smecnentatthetopo1page3 ^ 



ATTENTION - THIS STATEMENT MUST BE SIGNED 
Irt ttt tthmtoi x nj fa pwi orttfy Wart rintoi ttk toteKt 

Afa^ a^mr toany QU«ttor> In tW» Staterntnt <ray b« pn)unris for n?t tmptoying ytxi, or tor riltmU^ng ytxi iftr ytxi bi#n wort, £tf may b* pumshat}ie thy hno or im 
pfUonmirrt (U S. Code, Titfe 18 T S«cUon ITOIj. Ali the triorfrationyou vri(! be conthJered In nwtivrlng your SUtemenT 

' AUTHORITY FOR HCLCASC OF INFORMATION 

J have ttmptated this statement with tM fcftttriedge wtf tindentandlng thit any or ill Hm contaJned ntntn mty be wbfrt to mvettifjatlon prvscrirjed by taw a 
^entLai dinKtlve and i ox»m to the rttaae oi McrmitkM ninoirning my capitfty tnd ntnett by ernp^oywt, erjuaUorui emtttamortt, tiw emorairnem aotnew, ind ott* 
IndMdtiaii and igendee, to duty medfed lrrrWt)Qaiori, Ptnonoel tatting SpedaJlits, md othr iiithcrUid tniptytea <t the Federal Cmrrmm for mat purpose 



dmiFCATIvll 

I certify that all the statements made try are true, tompttfc and cor- 
rect to die belt of my knowledge and belut and are made m f^ood farm. 



SIGNATURE (sign Hi ink) LEAVE THIS BLANK DATE 

ON YOUR MASTER COPYjSIGN ANP 



PATE EACH COPV AS Y O U SUPm l 



It. 
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GETTING A JOB 
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Total Time : "2 hours 

Goals : - * 

* 

• Do develop strategies*for establishing contacts, 
interviewing, and maintaining personal morale as 
as part of a job search, 

• To provide several tips and tricks of the tra;de 
related; to conducting a job campaign. Especially 
the "Information Interview", 

Overview : ^* 

The purpose of this sfession is to assist volunteers to 
understand the components of and be able to organize a 
job search or 1 "campaign". This is really the "nuts & bolts" 
work - and it is*workf - of finding a job. The goal 'is 
to give the volunteers ^suggestions on strategies, not 
to develop their skills in each of these strategies. The 
session focuses on giving;& "tool kit" pf resource material 
and of developing strategies to manage a job searchV^-^ 

Exercises : 1 . 

h 

, 

1, Contacts, Interviews, Morale - "Problem solving 

2, Strategies for a Job Search - Lecture/discussion 

Materials :% 

' % 

- Flip- charts and pens for 3 groups 

- "FVS Manual" if available (or "Close of, Service 

Memorandum"- FVS) 

- "Preparing for the Interview" 

- "Information Interviewing" 

t 

Trainer Notes : 

1, Review the Discussion Guides provided with the session 

V 

2, The Former Volunteer Service Manual will be of great 
help during this session, 1% answers most of the mechanical 
questions about getting a job in both public and private 
sectors,, it also gives good examples of several types of 
resumes and SF-171'-s which are, based on a PCV's background. 
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Session IV - Getting a Job - cont» 



I,t is also important at this stage to re-emphasize 
that while the prospect of looking for a job may seem 
arduous - that the volunteers have many of the skills they 
nesd to organize and implement a job campaign. You may want * 
to refer to some of the skills already outlined in previous 
exercises as examples'. If nothing else the process of getting 
a job will tap the RPCV's ability to be patient! 



133 



-161- 



SESSKJN IV 



EXERCISE I - Contacts, Interviews and Morale 



Total Time: 1 hour 



Objective : 



Overview: 



For participants to develop suggested strategies 
for establishing contacts > interviews > and 
keeping theii^mor,ale up during a job search. * • 



- The purpose of' this exercise is to assist volunteers in 
beginning to plan for a job search. Participants 'develop 
thefr own strategies in addition to being provided resource 
material which will support the job search. By developing 
their own strategies participants should realize that they 
already have many of the skills necessary to manage a 
job search. 

Procedures: % ^ K 



Time 



Int roduct ion 



5 min. 



Small Group 

flork 

20 min. 



Activity 

1; Explain purpose of session.- Begin 
session by establishing the following point 

- Getting a job is work that requires 

.planning and 
t % .patience and 
. . iperaerver&noe 

- $fcst jobs result from a contact inside* an 
organization or a referral. So the importance 
of Networkings is key to a successful 30b 
Gofltpaigft? * 

-* In addition to resumes and searching the want ads 
getting a §ob requires thdt you maintain your 
morale, broaden your contacts, and Hook good 1 * 
during interviews. " * y 

2. Break participants into threg^groups. 
Give each a marb^r and two sheets of flip 
chart ftaper* Assign each group one* of the 
following topics f 

- Contacts 

- Interviews . \ 

j - Morale r - 1 
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SESSION IV 



Exercise I - Contacts, Interviews and Morale - cont , 



Reports 
Discussion 
25 min* 



Interview 
rfandout 



Summary 
4 



r 



Ask each group to generate as many, ideas 
as possible on bow you might 

- Make contacts 

- Handle or prepare for interviews 

- Maintain your morale 

3, Report out; Ask each group to put 
their chart paper on the wall and briefly 
describe their suggestions. Examples of 
responses from previous sessions are provided 
below. Since the trainer fras a handout 

on ''interviewing 11 that report should be last* 
As each report is given > thie trainer should 
elaborate or add points wbich might be of 
additional benefit as strategies, 
. At the end of each report ask for additional 
suggestions so that each list is as complete 
as possible, ^By the end of this exercise . . 
participants should have as good a list of 
suggestions us any that might have been 
prepared ahead, 

4, After "interviews" report out - distribute 
and briefly discuss the "Preparing for the 
Interview' 1 handout. This should be provided 

*for future use and information, " \ 

5, Summarize this exercise by noting that * 
all of thje suggestions will probably conpe 

into use at <joe time or another and emphasizing 
that they came up with the list - i,e, used 
their skills to' develop the suggestions* 

s 

6, Suggest that participants record the 
suggestions in their journal. 



Option : If you have , time you'may wisfi to 
role play an interview with one. of *th& 
participants*- You may develop rol^k spontan- 
eously or you may choose one from .those suggested 
in the trainer resource materials for this 
session. This shcfcld only be>jdone if it seems 
that most of participants neejd/want it. It is , 
obviously going to be several months before 
they participate in an interview in the U,S, 
* the most useful -tips are probably centered 
in the handout. In some of the field Itest 
workshops this option was done as an 
evening' session. 



so 
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Sample, responses from previotis workshops^n the, Exercise "Contacts, 
Interviews and Morale" , ^ s % 

Responses from previous sessions, have included: (These are examples , 
only. It is not suggested that you add^these to the list your group 
comes up with. They are provided only as background for the trainer^. 

Contacts 



University placement 

Friends 

Relatives 

Employment offices 
Newsprint /magazines , etc 
Welf a*» Office 
Former employers 



Walk-in 

Meet at social events . 
Conferences and conventions 
Creating and selling a job 
State representative or Congressman 
Professors and teachers 



1, Talk it up - let people (friends, family) know you'ie looking for 
a certain Kind of job 

2, Contact people in the field you already know, 

3, Hang out at places where people in the field might be found 
(bars, show biz, lawyers) , conferences, exhibitions. 

4, Register at employment agencies which specialize in that field* 

5, Check the want ads in relevant professional journals, 

6, Follow up- all contacts (with resumes, thank you notes) quickly, 
but tacirfully, 

7, University Placement Services, 

Interviews * * ' 



U 
2, 
3. 
4, 
5, 
6, 



7, 
8", 
9, 



Communicate probable questions'and prepare "responses. 
Rehearse with a friend. 

Be aware of possible weak points in resume. 

Appearance counts. 

Confident, positive, 

Be^prepared and organized, 

- research the company \ > 

~ Why did you leave your last job? 

Be on time 

Make the interview interesting * ask questions when appropriate 
Try to be natural 



Be sure you writ^ the thank you note even if you don't get the jofc. 



Morale 



U 'Write letters to friends in similar straits, 

2, Keep Act ive - hobby, play, hfelping mom, 

3, Get it out - talking to family and close friends, 

4, Part-time job, m * 
5* Sponge (off friends and relatives) 

6, Keep positive attitude a)tuijn£f>if negative tapes b) persevere 
*7» &3ga and meditation 
8, , Drink beer . * ^ . 
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EXERC ISE II r Fips and Strategies 
<* 

** * * 

Total Time:* ^60 minutes '* * 



Objective : To provide additional strategies for Managing ' _ . 



-the^oqb campaign. 



Overview: 



The purpose lof^th is exercise is to give volunteer^ ^ <J 
resource material that will assist them to develop r a jpb\ ^ 
campaign; Contral to these' strategies is the concept * 
. and "Information Interviewing, 11 ,\ 

Materials; Handout - "Information Interview 11 



Procedures ; 



Time 



Reading 
15 min. 



Dispuss 
1 Article 
15 min. 




er|c 



Activity 



1. Introduce Exercise Purppse/obj ective 

"2, Handout "Information Interviewing 11 and 
ask participants to read aad be prepared to 
highlight the majoi* points, 

j 

3, Lead a discussion of the article using 
questions such, as; * 

What do you see ae major advantages of doing an 
information intervieu?^ * * 
(Possible responses ai:e;»keeps me active; 
practice interviewing skills from? the other- 
side; establishes contacts for later use as 

. job possibility; improves my' knowledge of 
the field/bus ilfess; gets additional information 

/to help me^f ocus* my resume,)., 
* * 

What questions do you Tiave about oonduofeng an - 
interview? * "\ f 

(Possible questions; Do^yjeu think people' 
will give you time to do an irftervigyHlike this? 
Answer:* Yes - people loW/o talk about 

•themselves and their jobs. They will.be 
especially open to -the interview ^if jjou Jmve 

* been referred by .someone they know* ) / 




3& 
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Exerdise II - Tips and Strategies ,- cont, 



Tips an$ . \ 
Strategies 
25 min* * 



Summary 
5, min; 



What happens? if you call and they say rt no ft 
even if you have been referred? 
(Aftswer: Ask if they know someone -else 
who might have the time br be willing to 
e be interviewed. ) 

4» Using discussion guides provided ifl. 
this "session, highlight other job hunt 
strategies : * *T 

\ 

- Wan.t ads / i 

- Job Search/Headhunters * ' *•* 

- Special Issues for RPcV f s ' 

- non-comp x etitive eligibility 

- Resources & Services available 
through Former Volunteer JBervices 

5* Closure: Recap the steps "of the > 
Job' campaign: . A 

* Determining what want from a Job 

- Establishing goals/objectives 

- Develop Resume 
. ' - Develop k Network of Contacts 



pevelop strategies for keeping up 
jrour morale 
Keep at it. 
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\ ' How to Do Information Interviewing 

1, - Peoplje to Interview 

y ' % You can interview anybody who is involved -in a job or 
^ occupational field of interest to you. As you get a 

clearer - idea -*>f the fcipd of job you are aiming towards, 
r/ it is helpful to interview two kinds of people; 

a) supervisors * can g ive you a good overview of the organ* 
, k ia^tion,. information about qualifications for specific 

jobs , * advice about other types of work in the organization 
or field of interest , and referrals to other supervisors 
in £he organization*; ^ 

b) w people whd hold jobs you're interested in * r can give you a 
realistic* idea of their work day, information about the 

,skills/y t 6u would most need , and inside information about 
; t ' Ithe^^gsiti'ziation 1 * eg , when jobs might be availab le , whom 
t % ** iyoil^should get' to know^ etc, 

, 0 
9 - 9 It's a good Idea to work tip to the supervisors by starting 
^ youx interviewing with people you already'know and getting 
9 , referrals to those in hiring and supervising positions* 




' fi£ 

\ in 



Setting up Formal Information Interviews 



n ef errals : By far, the easiest way to set up formal, information 
interviews is to have a personal referral from someone you 
t.kpow?who kijows the person you want to/interview: . 



ffalk-In : When ^Jou don't have a personal referral, try walking 
in and asking to talk with the person you want to see right' 
then and the*re. A live, warm, smiling "body is harder to turn 
away than a, voice o n^ the phone. 

Phoning : The next best method is to phone for an appointment . 
'Secretaries offr£n try to screen the people they work with from 
unknoyn phone callers. Give -as little. iri^tftjna.tion as necessary. 
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4 making sure it is honest (e, g . , "I'm interested In the work 
that he's doing and would like to talk with him abQut it."). 
If the ^secretary thinks tjhat you want toapply for a job, he 
or she will want to refeii you to Personnel, so be sure that you 
"emphasize thlTt you want to talk with the person for Info.r- 
mational purposes only. 

Letters : Letters shotild be used only when absolutely necessary* 
for setting up interviews because * they can easily be ignored , 
or end up in the wastebasket* They should always be. used to 
say thank you after the interview. ^ 

How TO Proceed 

( ■ 

, ^ You are conducting the interview, so kno» what your Infor- 
mation purposes are and what kinds of questions you want to 
^ask * 

0 You want to learn what this person does' in his/her job, 
what he Ashe likes most about it, etc. You also need to direct 
the discussion so as to focus on your skills^, interests, and 
job needs^ , If you let 1 ; people talk through the whole Interview 1 
about their jobs only, you will not get valuable information 
about other job options for you, other departments or organizations 
to investigate, ways to get around job qualification barriers* 
referrals tb other people, etc. 

e»g. "Heaping about your job has helped me to think more about 
what I want in a j ob . Can you think of some j ob s that would* 
Involve more \ than yours doe's? ~ or would, use more of 

my skills in ?" 

» 

0 Ask open-ended questions instead of questions that can be 
answered by yes, no , or simple facets. 

' . ■ * -\ i ■ 

e»g. "What do you thiiik are the most important qualifications 
if>v a job like this? 1 ' Hot, "Do you need a business course to 
get this job? 11 

J 

0 If people mention barriers to your getting what you want, 
instead of accepting them as "dead ends", ask them to thinfe 
through the problems with 7°^* 

r 

e.g. "What would you do If you were trying to find a job In 
this area r^ght now?" \\\\ Hi " 



0 Get the person to jrefer you to other people who can be 
helpful to you. Questions such as the following could be 
asked: , — 

"Can you think of other people fo.r me to talk with about other * 
job pptions that would be right for me?" 

"Can you think of other departments or organizations which 
might be of interest to me?" 

(If you are given the. names of dther departments, ask if there 
are some specific people who the person knows and could 
rejfer you to. Ask if you may use the person's name when you 
call^these other people,) 



Follow^p ' 

A note or letter should fpllow the interview. Try to 
include some specific information that proved especially helpful 
to you, or to mention one suggestion t^at^ you're planning to 
follow through on* When you're interested in keeping in further 
contact, do so by phone or drop-in visits every three to four 
weeks , 



< 
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Suggfrpted questions. for the interview: 

-/ 

1* What type of fordiX training have you had? 

* 

2. What other fields have you worked in over the years7 
If you have cttanged, what led to the changes? J 

<3; What other experiences or training have you had that 
were helpful to you7 

4* Could you describe briefly an -average day*s activities? 

. * ■> 

5* What do you like best about' your present situation? ^ 
What do you dislike? 

r 

6* What are the main problems or frustrations you encounter 
in your work? 

7* What advice would you have for someone considering your 
field or a similar position today? % 

8* What kinds of training or experience would be helpful to 
the person entering your field now? 

9. Are there releted fields I. should explore? ^ * 
Other people I should telk with? 

V. 
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PREPARING FOR THE INTERVIEW 



KNOW YCfclRSEL? 

I ^ Think through your career goals. Where do you see yourself 

five yea^s down the road? #ow does thts job contribute to 
your overall career goals? 

II Analyze your strengths and weaknesses. Make a list of your 
strengths and weakaxess-es as a pre-intervietife exercise, 

III Be able to specify the skills you have accumulated from your 
work or life history, 

IV Review your record of work experience and education that you 
have sumbitted to the agency on your resume or job application. 

Be able to talk about specific *Job duties. 

If you have been fired from a job, be prepared to state the reasons. 
Be honest. Have something positive to say about the experience, 

V Analyze your values, Will^e^r personal values conflict in any 
way with .those of the agency? 

VI Pin-point people who know you and your skills for references* 4!ave 
names and addresses of these people handy, 

KNOW THE AGEHCY/ COMPANY 

Research the agency. Find out as much information as possible about 
thi? agency and the particular position for which you are applying^ 

a) Read organization literature (annual reports, brochures ,yetc) 
available directly from the agency/company, 

b) Check the business section of the library, the Chamber of Commerce, * 
and' the Career Development Center for more in-depth information 
about the agency/company, t 

c) Visit the job setting and talk with one of the employees. In 
this way -yoy can obtain personal in£ the work situation. 

6) Interview someone in authority (the ■auytrlwisorvor owner) in the 

agency/ company . This will not only give yowmore inside information, 
but may work to your advantage in terms of the interview/selection process. 



9 
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e) Reread the job description* Jfopw the specific duties and qualifications 

f) Formulate a few questions based oft the above Information that 
you might ask the Interviewer* 1 

* ' \ . 
PUTTING IT ALL TOGETHER 

Mentally Integrate all the lnfor^atft^you now have about yourself and 
the agency/company* See how yourtskills, past experience, education, * 
and values fit Into the needs and expectations of the agency/ company* 
Why are you the best person for tt^L& particular job? 

Richard Bolles, author of What Color Is Your Parachute? , found that 

people who experience a high degree of success In Interviews spent t 

* 

50% of the interview talking about themselves > and : 
50% of the Interview talking about themselves In relationship to 
the agency/ company* 



/ 
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PROFESSION^ PO&ITIONS ■ 
Use these questions as a guide to prepare yourself for a job interview. 
QUESTIONS MOST ASKED DURING IHTERVIEtfS 

1, What are your future vocational plans? 

2, How do you spend your, spare time? What are your hobbies? 

3, In what type of position are you most interested? 

4, Why do you think you might lik£ to work for our company? 

5, What jobs have you held? i$ow were they obtained? Why didyotf leave? 

6, Why did you choose your particular field of work? 

7, What percentage of your college expenses did you earn? Bow? 

8, How did you spend h your* vacations, while you were in school? 

9, What do you know abo^t our organization? y - 

10, What qualifications do you have that make you feel that you 

will be successful in yQur field? ^ 
11* What are your ideas on salary? 
12, How interested are XPu,in sports? 

13* Do you prefer any specific geographic location? Why? , / 

14, How much money do you hope to earn at age 30? 35? 40? 45? 

15, How did you rank in your graduating class in college? 

16, What do you think determines an individuals progress in 
a good company? / ■ 

17, What personal characteristics are necessary for success in 
your chosen. field? 

18, Why db you think that you would like this particular type of job? 

19, Are you looking for^a permanent or temporary Job? 
20; Do you prefer working with others or by yourself? 

21, What kind of boss do you prefer? 

22, Are you primarily interested in making money or, do you feel that ' 
service to your fellow man is a satisfactory accomplishment? 

23* tan you take instructions without feeling upset? ^ * * 

24* How did previous employers treat you? \ 

25, What have you learned from some of the jobs you have held? 

26, Can you get recommendations from previous, employers? 
27* What interests you about our product or service? 

28, What was your record in military service? 

29, What do you know about opportunities in the field in which you 
are trained? 

30, How long do you expect uork? 

31, How old were you when you became self-supporting? 
32, . Do you like routine work? * 

33, Do you like regular hours? 

34, What size city do you ^prefer? 

35* When did you first contribute to family income? * ^ 
36* What is your major weakness? 
37* Define cooperation? ^ - 
38* Do you demand attention? 
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Most asked questions mmt ~ cont, 

r 

39, Do you have an analytical mind? 

40, Are you eager to please? A 

41, Have you any serious illness or injury? 

42, Are you willing to go where the company sends you? 

43* What job in our agency would you choose if you were entirely 
free to do so, 

44, Is it an effort for you. to be tolerant of persons with a backgroyn 
and interest different from your own? 

45, What type books have you read?^ , 

46, What type of people seem to rub you the wrong way? 

47, Do you enjoy sports as a participant? As an observer? 

48, What j<£bs have you enjoyed the most? The least? Why? 

49, What are your own special abilities? 

50, What job in our organization do you want to'work toward? 

51, Would you prefer a large or small company?* Why? 

52, What is your idea of how industty operates today? 

53, How about overtime work? 

54, Do you like to travel? 

55, What kind of work interests you* 

56, What are the disadvantages of your chosen fiel4? 

57, Are you interested in research? 

58- What have you done which shows initiative and, willingness to work? 



INTERVIEWING YOUR EMPLOYER ; % 

1, Do you have a training program? Describe it, - 

2, , What specific responsibilities are trainees given? 

3, #hat percentage of your management**, 

is a product of your training program? 
comes from a specific area or school? 
holds a graduate degree? 

4, What are promotional possibilities within your firm? i,e, where 
can I expect to be WO years from now? 

5* - If I join your organization and decide to change fields, can it 
be done within your organization? - 

6, What's the cost of livipg and/ the housing situation where I T d be 
\ employed? 

7, Does your company have any additional benefits such as cost of 
living adjustments, employee group life and medical insurance, 
company-fjaid retirement plan? 

fT, Ho9 does your company's size and growth compare with others in 
your industry? t 

9, > What is your company doing in the way of public service? 

10, How does your employee turnover rate compare with other companies? 
11* There must be some negative aspects of the job you're offering. 

What are they? * 
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INTERNSHIPS & VOLUNTEER PLACEMENTS 



QUESTIONS MOST ASKED DURING INTERVIEWS 

1* Why have you chosen this field for Internship/volunteer wofik? 

Why have^you chosen this particular setting? ' 
2, What academic classes have vou had that relate to or encourage 

you to seek this placement? 
3* What prior experiences have you had working In this area? 

4, What have you learned from youi^classes and experiences that 
you bring with you to this setting? 

5, How well do ypu accept direct supervision and constructive 
critic^fm from peers and supervisors? 

6, wfes* 'ao you see as £he role of an intern/volunteer? 

What do you see as the role of a supervisor, of interns/volunteers? ^ 

INTERVIEWING YOUR EMPLOYER 

1, What speclfc^pally are the intern's/volunfefer's tasks in this -* 
setting? ^ 

2, What kind >f training is available to the intern/ volunteer? 
Who wi|ll supervise th$ training? 

3, What responsibilities can the*Lhtern/volunt;eer assume? 
To whom is the intern/volunteer accountable? 

5, Is there any printed material that will provide information on 
the agency's functions and philosophy? 



PART TIME EMPLOYMENT , 
QUESTIONS MOST ASjCED' DURING INTERVIEWS 

1, What are your qualifications? * 

2, What days and hours are you Mailable tb work? wCan you work weekends? 

3, Do you have your own transportation? 

Will you have any financial support other than this job? 

5, m Do you see any possible conflicts between ^your schoolwork and 

working the desired hours? 

6, How long will you be in school an^able to work in this position? 

7, Will you be able to work during school vacations? 

INTERVIEWING THE EMPLOYER * 

1, What are the working conditions? ' ' 

2, Wtm will Supervise the work performed? 

3, What are the possibilities of this position becoming full time? 
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GRADUATE SCHOOLS 



QUESTIONS MOST ASKED DURING INTERVIEWS 

1, Why are you applying to this particular program? Why are you 
applying to this college? 

2, What are your future goals in this field? Ideally, wlfere do you 
s6e yourself five years from now? 

3, What experiences* have you had that have encouraged you to 
choose this field of study? * ^ \ 

4, How does you^r undergraduate, academic work relate to your chosen 
* field of graduate study? 

5* Questions specifically referring to that particular program's 
expectations of students * J / 

INTERVIEWING YOUR GRADUATE SCHOOL 

1, What kinds of backgrounds (academic and work) do your graduate 

students have? 

2, What is the average college GPA of students admitted? 

3, What kind of financial aid is available? 

4, What percentage of your .graduates are working after graduation? 

5, What career plahning and placement services aye available? 

6, What do you see -as the strengths of your program? What do/^ou" 
see as the weaknesses of your program? 
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NEGATIVE FACTORS EVALUATED DURING THE EMPLOYMENT INTERVIEW WHICH 
, FREQUENTLY LEAD TO REJECTION OF THE APPLICANT 



1, Poor personal appearance j 

2, Overbearing,, overaggressive, conceited; superiority complex, 
know-it-all. \' '/ . 

i. Inability to express bneself clearly - poor voice, diction, grammar , 
/ VT\ Lack of planning for career. No purpose and goals, „ 

5, Lack of interest and enthusiasm, passive, indifferent* 

6, Latk. of confidence and poise. Nervousness, 111 at ease, 

7, Overemphasis on money* Interest only in 'best-dollar offer,' 

8, Unwilling^o start at the bottom. Expects too much too soon, % . 

9, Makes excuses* Evasiveness. Hedges at unfavorable factors in record, 

10, Lack- of tact, ' 

11-^Lafck of maturity, * 

12, Lack of courtesy* 111 mannered, 

13, Condemnation of past employers, rf ' ■ C 

14, Lack of social understanding* ' 

15, Lack of Vitality* 

16, Fails to lopk interviewer in the eye, - * 
Vh> t Limp, fishy hand shake, . 

Indecision, 

19, Sloppy application blank, 

20, Merely shopping around, * 

21, Wants job, only for short time. 

22, Little sense t of humor, * 
23^ Lack of knowledge? of field of specialization, 

,24, Parents make decision for him/her, 0 \ 
25*' No interest in comply or in industry, */ 

26, Emphasis \>n whom" she/he knows* 

27, Unwillingness to go where company sends him/her, 
28* Cynical, 

29, L6w moral standard, , * ^ 

30, Lazy, " ' ^ " 

31, Intolerant, strong prejudices. 
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5 AMPLE THANK YOU ^LETTfg'FOtoWI^G IKTEJtVIEW 



It is, always important, to send a thank-ryoju letter -to the 
interviewer or repirttiter V<>U sp<5fee with at* a jo6 interview. 
Ihe letter should -btQ -sent very ^ood after "tfiS^dftt^V *\ 
This is just one ^Wnftle. x , ' * 



* " * - ' T YQqr- address^ 

*^ ' * . . - / .'Date 



V 



* Name bf IfttervjCewer t > ' , : / # r 

Nam£ of S.chool/Ftup/ Agency 1„, 

Address • ' ? ' : g 



Dear- ■ \, ^ , ; 

. 11 n K \ — ^ \ ■ :\ ^ 

Thank* t£e interviewer ^or the tim$ spetfiin th^ interview, 
or for the opportunity to i^teXview; 

■4 ' f * 

Mention, some item discussed in the interview to, help the, 
.interviewee remember you^ Express ^your contini^d interest 
in working for the employer." , \ 



Again, thank- you fprr the. time and consideration .involved in 
re view j 
I look 



, inanK* you xprj .me, x,ime ana cun^iaeranun t iuvoiveu xn 
/ing,my qx^lif ication^ fo^ 'your gchqol.TSistriot/^omp^ny. 
: |orwa?d/tO; Rearing*, from you*. ^ ^ : *' \ 



4; 



* ■ './ Si'ncetfely, . „, 



i 



Space for* si§trat$ire' 
^ * Vour name ' f 



•EMC, 




4 



TRAINER DISCUSSION GUIDES 
for SESSION IV 



The attached discussion notes shouldybe usfed to 
prtfpare comments/brief lectures for^Session IV - 
Getting a Job.- . " - 

As an, option the trainer may also wish to distribute 
copied of the notes to the participants* 



■ < 
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.. GETTING A JOB 
MSCPSSIQN GUIDE 



Job Campaign - Strategies and Discussions - . 

Provide an overV4^w^o£ sources that may be helpful 
to Peace Corps volunteers in a successful job 
marketing campaign. Be sure to emphasize the^ 
following source^: fc 

Newspaper help^wanted advertisements 

- Personal conta&fs , r ' 

- Employment agmicies and search firms 
~ Referral .and intonation interviews 

Employment experts have traditionally advised job 
seekers to dig consistently through want atte-j 
all too o|,ten, however, job openings are not advertised, 
and some employers advertise on a regional and 
nartional level, - * • 

Lower paying jobs should be found more abundantly * ^ 
in want ads, while the higher salaries are primarily / 
in regional and national media, 

Good newspaper sources to consider in addition * 
to local newspapers, are: fc " * , 

- The New York Times '(especially Sunday edition) * . 

- The Jjps An&eles Times 
~ The Chicago Tribune. 

- The Wall Street Journal (fbMr regional editions) 

However, only 8-10% of all available jobs are ' T. <*",', ■ 
advertised in the newspaper, ■ r 



- TO 



The Weekly Review ojg Management ^Job Openings 
monitors job openings throughout the country and 
identifies practically all job openings in the* ■ 
$20,000 range. ' v 

There will probably not be 0A* % ad that will 
the skills and interests of the volunteer ex^Ctl;y; 
for this reason, do Hot restrict yo]tir££lf to 
those ads which seem to fit exactly 4 *\j \* * */' 

A safe practip^^^Eol follow in regard to salary^ is, 
tfot 1st mention salary if the employed dods;&$t*y 
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Job 'Campaign,- Bis'eussioft^atiade - "^'ttt, '■ - \ > •. .-, / -. , 

' .'■ ,»>' The general idea is avoid being screqned^ourtr 

' .on, the i^sigki^icantv matters. . ■• > v : '"-''" ,v-' c •' 

r • With theTpOmpetition to* jobs so great , . it a; ; 
sound strategy for: the V&lunteer to- plan'.'-a^ad' 
' ^/ follow-up campaign to place your*name in greater - ^ 
. ' context. .■ v; • " . ' „ ^ 

*k ' *v ' ' " '" ' " --*■"' ' -J ' 

A key. point for the volunteer to ^emembe,r Is that 
• • the ^sueces-Si rate with want ads may Be low due to* 
■*'*'.■ the'lceen'-.'^okpetition for* jobs. _ , -. ^ ' 

,f There ,is truth to the statement that, t "It's not 
^-K what you know but who you know'*.. ^ . , 

*r r Z~ff\f.-n suefcjessful approach. to u^iqg job'aOntacts is \ 
; - to wait until other approaches inVbS job market Jjig 

•;' .;';;- : ^''vcampaign are well underway. ^\ _ - \ ^ 'V. \y'\_ 

■ / ; ' V '^Wing discriminating taste \n selecting the personal 
'• ■;/'■■■' ^contacts that have more potential may be important- 
r : /- ' /^> .■t.o'kchie've positive results. " -\ 

'i+ '-'lowing strengths and successes"and having a ^ . ,/ v ^ 
" . r-^t^ong -resume enables the volunteer to be clear ,■: . 

X^'ln ■'■ae approach to a personal contact. 

\V^' fiepen<4ng -on the job search goals of the volunteer ; 
' ".fusing an -agency or search firm may be an option. ^v- 

' v~ > . ' 

C^.£^ce 'Corps volunteers may cqrisider using agencies, - f 
■l^u^ne^d to remember that' agencies work' for employers , 
■ 'andtake le$s . personal 'interest 'in the job candidates*- 
.. t y V/,'\ " . ''■ < ' ' ' * ^' ■ * 

'"*#ea4 hunters or executive search firms primarily ?\ 
Vj; :i^ v'-haridle Recruitment |or -positions over t $30^00, j 
VV v ;//v\isukWp^ln DuM'neSs or management/ ■ ' f . ' . . 

'^returning volunteer msty .wish to use other job 
/-v v'sferch^sourcesSUjiitialiy befqr* thinking about the 
\ ^lue^f/searchflrmsV . > *< . L ', ' 

^/k-iess^coinmon but by' far less used approach to ^ob ^ , 
V-;'-BiaWcett!l'hg : is;the referral and information, interview, — 
[ " ' used-to "s'oek| personal advice from someone who is 

'- '-' successful'' in the' fiel'd or who has extensive contacts. 

V-:. : ;i; , ' ■ ' \ ; ' 

, #/ ytnis %pproacih customarily involves a letter or a- 
; - ' 'phoneT. 6&lljto the u er ^on which is carefully phrased 
; and : sh$fws. respect _f©r' ^h'em as a resource, and then 

-:;■=.■.'•.,. ■ ^ jyy) \ ■ ■ ' , .• ■ .1 
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Job Campaign - Discussion Guide' - cont , 

appeals for their personal assistance ia your * 
/ -career decision-making process, A resume is not 
■ ■ usually included with the letter/ A telephone- call to! 
* confirm the appointment should be made one or two 

/ ' d£y? prior to the appointment, 
/ S 

•* There is one major -factor with this option: all 

'„ - parties must be clear on- the fact#Miat this is not 
- . a job interview, n^r is it*expected to yield a . 



■ 




r 



vY 



1 



ex-/ ^ 

■ " V * j J 

■* " V 

■ ' f . . 



■■j V-'^r-':^;'"-""': 

■ ■■'W v fS\. 




J ' , ' . / . _ igl _ Session iv 

1'iiterVlew mseussaon. Guide 

Job Interview: Summarize^ events of the employment 

interview as follows: 



• Interviewing is a unique communication process 
ufiSing Srtain : .techniques towards a purpose 
■" 5d a specific outcome.. The structure of the 

questions during the interview may he open or - . 
" closed* - . . 

.7. The major objective of a job interview ' is to commute 
*, -the. experience into a job offer. 

. ."successful interviews are led by the ap Pj£ c »* ' * 
who controls. the direction *and flow of the interview 

ft Phases of the^in^epyiew" are; 



V - 4 - iirtroductoryV* ;v 
\ * - :dfe*felopmentati: ■ 



TKV i^.roducto^ : nha^ includes clarif icat iop, a 
otVt^ment of purpose; .setting expectations ■ 
. XSyl^ and, observing, 

■ education-earl* yeiars v present activities ana inheres 

■The sumjfa Phase is/'a w^W <** '^T^lUe 
sum ming of Streng ths- and weaknesses and closing 

remarks. . - 

'. Preparation for "the interview, should include . 
.-the" fctllowingi , ■" ■ _^J ' . ' -r .' 

Utilize reference material Jo . obtain specif ic 
. iob information.; .--If you kndw tne. job tjtle, 
' ■ look 5J 5Sks in, the Dictionary of .Opcufrrtional 
r Titles ftf.O.'T. ) ■ and job requirements. 

■ - Stot £2&Si ■fe-ciLi: the' Better Business ' 

. ■ Bureau .to procure information o* the company's . 
. .reputation.'- Know -the, organization *s size, 

background and type of "work. . De rson 
- Obtain literature about the job. ClEll a P erson 
who.'has/the same job canity and find. how 

' ^i/S^S^jIS Standing of 
> your previous, accomplishments. ■ 

4 
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Interview Discussion Guide - 6ont. 



• Applicants should confirm and check the date, time 
,and location of thp* interview. .Being on time is 

important; arriving too early could gltfe the impression 
of over-anxi4ty or desperation* * 

m Ifodes of dress are also very 4 m P° rtaDt * In general, 
;nost people do best by dressing conservatively 
and trying to appear a$' relaxed, lieatly groomed' 
and successful as possible. Remember, your clothes 
talk for you before you open your mouth* 

• - Develop a positive mentffi^ attitude about the employer^ 

demonstrating this /during the interview. 

» p.i | 

- Think like a worker* (Alter words ^representing % J 
; your thoughts to conform to th6 organization's ' 

thinking)* ■ ' * 

- Team spirit i§ an impo^jt^pit attribjrt^e of^a : * 
prospective employee* Pre-think ans^ers/to 
interviewer's questions by considering the team, 

1 good before the personal good. 4 

- ^n employer desires an applicant wh9 is planning 

- a long career with the organization* 

- Begin to formulate responses that speak^o * 

your good character &s well as to the information • 
required* * 

• Other points to keep in mind are, 

- A good interviewer attempts to collect unbiased 
information* You.will do most of the talking. 

-^Answer all questions accurately and to the point* 

- The interviewer may question what you've said* 
He or she really wants to understand you* Don't 
back down on your beliefs ahd^statements 
(consistency is the key), 

- Let your backgrc/und and accomplishments speak for 
themselves* Interviewer is trying to ^compare 
your capabilities and interests with job 
requirements of the company* * t / 

m The interviewer, is looking for;' 

- relevance of work 
sufficiency of work 

- skill and, competence 

- adaptability 

- productivity 
-. motivation 

interpersonal relations 

- leadership 

- growth and development 
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ew - Discussion Guide - Cont* 



Therefore the volunteer should anticipate these 
kinds of questions: 

- Why did you join Peace Corps? 

- Tell rae about your jot) there, * 

- Things you liked best or least, 

- The most difficult problem faced, and how it 
was handled. f) 

- What you're looking for in a careeW 

- UTayS of dealing effectively with/pefaple. 

The interviewer is looking for, in~ferms of education 

- ^relevance of schooling 
-r sufficiency 

- intellectual abilities-* * 

- versatility - ' * 

- breadth and depth of knowledge 

Some things to avoid ^during the interview: 

- Do not volunteer samples of your work unless ' 
requested or unless understood initially; 

- Avoid criticizing past employers or Peace Corps; 

- Avoid holding interview too long or staying 
around after it has ended; 

- Do not feel pressured to take a lower salary than 
you are seeking; -~ 

- Do not accept a job during interview, but take 
time to think it over, 

V 

w 

A response after the interview is very appropriate 
in which appreciation for the interview is expressed. 
This also gives you a chance to reaffirm the strong 
points and restate interest in the position- v 
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Optional Exercise : ROLE PLAY PRACTICE INTERVIEW 

(Total Time 75 min, ) 

Overview : - ■ H 

This exercise may be used in addition to the discussion 
on interviewing. The role sketches provided may be the 
basis for roles participants play or you may wish to 
develop "spontaneous' 1 situations using those the participants 
are likely to encounter in their job search. Whichever role 
model is used it is important to use.Jthe observation 
guide provided or to use other questions at the end of the 
role play to highlight the major points to be remembered. 

Procedures : 

* Open the exercise by telling the group that they are 
going to^practice an interview. They will each have ~ 

an opportunity to play the interviewer, a Peace ^ 
Corps volunteer and an observer, 

* Divide participants into groups of three anti assign 
space. Each group will decide who wi£l play the 
characters in the first role play, 

« Instruct participants that: 

- Interviewer and applicant review the situation 

■ description. The materials for the interviewer 
and applicant are identical. In each case, assume 
that this is a first contact, 

- Observer must review the critique sheet and the 
situation description. Each group will complete 
the first role play in 5-10 minutes, 

- Each group will take about 5 minutes to critique the, 
v first role play (using observation, sheet), 

- After completing the first role' play and critique, 
each group will shift roles and complete the next 
role play, Stave each group do at least three role 
plays so that every group member' has a chance to be 
an applicant. 

Processing the Role Play \^ 

'It may be helpful for ifta trainer to usethe following 
guidelines when facilitating the debriefing: 

* ^eal with feelings, both during the experience and * 
■right now, 

* What did you observe about the process that took place? 



RJC 159 



■VJ 



-196- 



SESSION IV 



Optional Exercise - cont. 

- communication styles and patterns 

- nonverbal behaviors 

- congruence between verbal and nofffrerbal 
statements 

- what helped the process 

- what hindered the process 

• What can we generalize from the experie^c^? 

f s 

- implications for personal style 

- implications for interviewing strategies 

- personal learnings ' + 

m How can I apply what I learned? 

- Are there ^b^haviors I, want to change? 1^ J % * 
change them?Xwhy? Why not? Are there interviewing 
strategies^l^nBed to develop?* Why? ^Why not? y 

Note: Rather than diviifij&g the group into triads, trainer 
may coriduct role plays in large group setting". 
During these demons t rations focus should be on 
applicant and his/her interviewing strategies^ 



Summary 



Briefly review the major noin?s about a job * : 

campaign developed during .Ithe module. Ask participarits 
to share any learnings they are willtpg to discuss 
with the group. s * 
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• ■ f , 
Optional Exercise - cont. , * . 

V 

1 

ROLE PLAY SKETCHES : APPLICANT 

#1 Your ultimate goal Is to obtain a Ph.D. However, you 

have decided tjo seek employment to finance your education. 
You arranged this .interview based upon a newspaper P 
advertisement that sounded interesting. You know nothing 
about this organization and are seeking information. 

/ 

#2 You are extremely positive about your Peace Corps experience, 
You believe that your two years enabled. you to grov 
personally and professionally. You feel very strongly 
th%t you have skills to offer to the "right" organization. 
You want the job! 
- ■ v 

#3 You have been unsuccessful in earlier attempts to seek 
. employment. Although you still have some funds saved, 
things will become difficult soon. It is important that 

* you obtain a job. You are particularly interested in 

- tbis organization but' feel unsure that you have the 
appropriate qualifications. 

#4 Y6u want to change careers. You are knowledgeable of 

the organization since you have done research and talked 
to persons already employed ^t the agency. You feel 
that while your skills and experience are not exactly" f 
what was identified, you have great potential. Your ^ 
commitment and energy is evident during the interview. 

#5- You believe that your Peace Corps service was one of the 

tfi.ghlights in your life* You were referred to the agency ' 
by a close friend, but .are not sure that you 'really want 
% the job. vin other words, the agenfeymust meet y^ur 

- standards. You are assured and* confident and seek to 
get a sense of Agency expectations. 
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Optional gxercise - cont, 

^ .R OLE PLAY SKETCHES : INTERVIEWER 

t 

#1 It has been a long day. You* have already interviewed * 
* eight people for the position and have not been impressed. 
Based upon your cursory review of the jjext applicant's 
resume, *you are slt6pt,ical that be or she can do the 
1 work. You definitely need to be convinced, 

#2 As an interviteweT, yfcu are very precise and efficient. 
Your primary interest is skills and technical knowledge. 
Your interviewing style can be characterized as being 
aloof and uninterested. You have very little knowledge 
kboait the Peace Corps but personally believe that it 
>, i^a haven for radicals, 

#3 Your interview style is comfortable and informal. You 
believe fthat "personality" is as important as "skills" 
in potential employees. You prefer applicants .to 
"sell themselves" /rather than respond to your questions. 
Your favorite opening statement- is "tell me about 
yourself," 

.#4 This is. the first former Peace Corps volunteer that 'you 
have interviewed, Your-a*^ curious about the applicants 
experience since you had previously thought that Peace 
COrps was no longer functioning. You are extremely 
supportive of JtTie applicant and ask f acilitative' questions 

#5 You*have Teviewed the applicant's resume and feel that he 
or she is not qualified for ,the position. However* a 
"personal^ friend has contacted you and arranged this 
interview. You are polite but cautious. 
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Role Play : Process Observation Form 



WHAT WAS THE CLIMATE AND TONE OF THE INTERVIEW? 



■7^ 



DID THE APPLICANT CLEARLY STATE HIS/HER QUALIFICATIONS FOR 
THE JOB? IF NOT, WHAT EFFECT DID HE/SHE HAVE ON THE INTER- 
VIEW? 



IN WHAT WAYS DID THE INTERVIEWER CONTROL THF^PftOCESS? WHAT 
IMPACT DID HE/SHE HAVE ON THE APPLICANT? 



IF^PftdCESS? 



WHAT TYPE OF IMAGE DID THE APPLICANT PRESENT DURING THE INTER- 
VIEW?- 'y. 

J- . . . 



WHAT NONVERBAL BEHAVIOR DID THE APPLICANT EXHIBIT? DESCRIBE. 





* 


># 

: . ■ ■ V 


I 
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Role Play : Process Observation Form (continued) 



WHAT PROBLEMS, IF ANY, DID THE APPLICANT ENCOUNTER DURING THE 
INTERVIEW? ^ - ■ 



WHAT BEHAVIORS EITHER HELPED OR HINDERED THE APPLICANT'S IN- 
TERVIEW? 




p • ' ■ ■ ■■ , 

a ■■ SESSION V 

■ I * T 

REVIEWING THE PEACE CORPS ' PBQGRAM 
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SESSION V 
REVIEWING THE PEACE CORPS PROGRAM 



Total Time : 1 - 1£ hours , 
Goals : 

/ To provide staff and PCV's to share their reactions 

regarding the ef f ectiveness-of the PC program 
irr the hQst country 1 , 

• To generate a list of improvement needs and areas 

of satisfaction with regard to severdl PC program areas, 

* 

Overview : . ' * v - 

The purpose of this session is tojjive PdV's and staff * 
an opportunity to share ide$s that can be used to maintain 
the aspects of the'-Peace Corps effort which are working 
'well and to strengthen those areas which need improvement. 

As many staff as possible^ should attend this session ( 
so th^t they may have the opportunity to seek clarification 
of all points; demonstrate the .interest in feedback from * ^ 
the PCV's; and tq^jfcjvide PCV's with comments regarding , \ 
their efforts, as^fll a^ participants, U 

If staf f-voru/iteer relations are less than "positive 11 
this exercise may.bje anxiety provoking* As a matter * ' 
of fact, even if staff relations, are positive it may spark 
some apprehension V Jt is ' important to assure all participants 

.thatfr-tiiis is not a ''dumping 1 ' 1 session, (i,e,> the ^olunteer 
and staff are not going to spend ah hour "bitching and * 
moaning 1 * about how bad it- is,) It is rather the beginning 

. of % problem solving effort aimed at maintaining and improving 
the 'way Peace Ttorps does its work in-country. Key to ( " 

this effort is havittg information that ia^ useful as ¥ 
feedback - meaning that it is presented in & way which 
clearly describes the. needed change/and avoids blaming, 
personal att^k or negative anger or bitterness. 

Exercise : Reviewing; the Peace Corps Program- 
; 

Materials : flip c&art and pen£ - one for each six wtfrk 'groups 
— L * * i > y 
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EXERCISE - REVIEWING THE PEACE JgORFS PROGRAM * 

.' ~^ = \- — 77 : ■ 

Tota^Tme : 1 - ' 1J hours c ''C'/V4'''-'C>^ i '*-:> ■ Z' ■ 'V ''"'/> ; 



#• -J / 4 i 



Objective: To provide a metto^foTf^ , 
to share ideas about areas o|/sati§f^c^o^y'as h ^^r-f^as//'/./.'' 
areas for improvement of tJae Peace Co$pis\£rb^ 



Overview: 



The rationale for 



«s 




exercise -is* ^ provide v,;u 
structure hfelpful to tflUdmproyement; of Pegce \&>tf^**c< * 
programming,, administration, aifrd volunteer support/ ei^je^t^ 
ior^fcountry. Key to the success of V^he exercise i^^ha^ 
the volunteers and staff wtio'psfrticipate mxBt al£& rshar^.thig 
motivation - to help to improve,: W w - . v : ^>SL* r / * 



v A 



1 "IV Ih- XVM 

\ ^rocedure^^ 




* Time 

Introduct ion 
5 rnin, 



^ Activity 



1/ * Introduc%!the>q^j!Cise by^sharinlg 
, goals and explaidliiig'-ra?ioa,ai^ ,^ lit "-addition; 

to sharing m^jor points , of- ;tfre fse^iDa , 

overyifew, s %nd v ±he impprtance^f gj^frg^^s 
# information in the spirit \ojf wb^fei^g toward^ ^ / ^ 
' the impro^a^nt of th^^gre?^ eaipjia|3^ % , * , ^ 

thaVijiis is ti^ begTShi^ \ 
- proc4s^ V ttife end of Wii^clt may ^t^il^t^&sn/: W. ^V,^ v t> 

by the/part-ipipalat^ since ^th^^wil^i' iTe ^ " ^ # : ^ 

leavihgV ^ \ r \ ^ * ' ^ ^ 



; : PUt bn;£lip , 2. Present atf^V^3^tt^<^ 6fr^3t£^. 
Chart;- Discussion , chart ) the topics afeout ^ tviiicb. fe^ai^aclc i& 

S^min* - 



to be giv&ri* 



ERIC 




gre^Setvice Trainin^ >: -f eedback JS^ar^ng' the ^ 
adequate for the PC assignments Incliidingv ; ^ 
cultural .information/ language^tr^inin^v. and^?^ , ^* 
4evel6pin^nt skills ' - ^^-C * "\ ''^r^ 

yblugteer Supp6tt r^r€tftis<yhiQll migbst be * ^ ", ' / 

included here;.^j^ in^e^ijoe t^aiiilng;^ /; 

cojUnseli^g/eniot^oja&l^sup^^ * ? t ' 

other areas £uppoX%7^^ ^> _ r /'.';/ 

Roleyof the^tajf ^, ; (tfeis : mig$t ^^/.tiad^fr^;^' - 4^ 
this are^^ouLd- focus on. w^yfe. '£n Which,9t^f//: : ^v 
wer6 inVolvsed £n thes ^ev'ejl^inHeTtt arid implement-" v 



> . • • ■■ • ■ ■ : / ' - .:./ < / ■ - ; ;•• • •:/■■■ frhfw 
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ffxerci'se - Reviewing the Peace Corps Program - co%t - .' / *° 

tation oX the rprogriun/pfrdjects in-cbuatry. 

• " • Suggestion may be given with regard to 

«. what the 'staff .should or, should, not be 

doing to. support the' vQlunteer. \ 
a * ' i 

- Role of- th£ Volunteer : this area should 
discuss improvements in the way voliuiteers \ 
, approach their .PC/assignments and the 
responsibilities attendant to it, 

* - Ageniy relations : suggestions/comments - 

about the work PC does, or need to jdo * * 
with local government agencies (on * ' 
/ national or- local levels). This area 'may ' 

include recommendations for new contacts 
or people "With which to maintain* contact , ■ 
/ that has been established by a curr^t PCV* * 

- \New Initiatives : suggestions for new 

projects, expansion /modifications /contract ions' 
of existing program, This strea may - - * 
also include comment^ regardjfeg the general t f 
' <. programming effort. 



f t. 



-JslPTE: You may w^nt to ask staff to work . ■ / 

in a separate group and td work. d£ two • > . 

of the categories - "Role of Volunteer"* an'd' ■ ■ 
"New Initiatives". ■ A '■>/', 

v ■ ■ / "■:■/; ■/''■■=■■■ 

a BreaJi into > # 3V^\Diyide" part icipants intp six gfeoupB*^^/ V . 

Work Groups * c ;\ Assign one topic to" each £roup. " / A ^ CV, ' " ✓ 'V 

Giv^ the following lotmgtt by^wijaeft ;tfeey* ^ 
?houid^toaufctee ; the%r,.6^^ 



-, Sraa^l group 4" 
/ yfeoj^c r v ■ ^ho 
\ .■ 3Cfj ifeinutes 



'/ '■■ - V .'■.'<#/ - /tS&te eacft'^oup ito6;Vsti^e^ 6%^ .^frSjtr^^^tf^ -. 
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Exercise — Reviewing the Pfeace dbrps, Fjrtferam - cont, 1 \ 



Review 
5-10 min. 



20-30 min. 



5* £t the^ en'd of thirty minutes ask- 
participants -tp* post flip ,charts 6n the * ^ 

-6, Ask participants to walk' around roora; 

to review eaph -set of reports agS note any 

which, they would like to have explained/clstrifie<jL 

■ . - * * 
7,- ;L^rge group discussion? In cpnductlpg ' 
the 'discussion keep it focused, on the 
information that is. being presented *Xfcere 
is not enough tirae to discuss £nd resolve 



■all of the issues listed, Effcoiirage 



Summary 

10 minute? ^ 

17 



. additions to the list. Make" sure that 
all statements are. clearly stated and adequately 
explained so they will be useful to those 
i responsible for implementin,g*frhe suggestions; ■ " 

t 'i s . < , 
A3 a closing question ask the* grotfp to * 
give a .response(s) ta the following: • ♦ 

^|<^hat Is. the .most important message that ' 
this group would like to leave PC/ 
with " regardOto OL) improvements* and 7 s 
t 3) Satisfaction? ^ ^ 



3?r&ineafs Notes 



.. .1. Duui&g. t^e'small gro.uplwork and lai?ge group'discussions 
4on T t. ^Le-^ people get bcfgge'd down oa one-poiirt. ^.Zeep^ th£ , 
disouss,ipa- .^pv^ig. The goal is ,i'p s generate* re^mmfendat^bhs 
not : fie'sol-ye^t&gct entirely., s If someone* sterns "to be. stuck on- . 
obe ^iat yo'u ra'Xg&fe $sk t&eoi ,to state ,c^^arly; l ,, Wha t t is it 
you >£wfe;7td. fet^^sta^t/^^re/i^ss^ytc.^^ / ';/. ■* 

aVVli&'titte! limit^djaoij^te. one ot ^o-.'o't ;topdcs 
and;'.|iave'.fewer-g|oup .^eppxts, , Other topics more i^l'evant 
to t a ( patrticulja* coon'try situation may "b'e. substituted a3 . . 
appropriate;. " l . ■ ' \ ; . v % * - 
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SESSION VI - PREPARING for RE-ENTRY 



Total Time: 4 hours 25 minutes > % 2 

: \ 

Goals: , * * 

* ~ » ♦ 

• To assist volunteers to identify their individual 

, expectations and Assumptions 1 about leaving the host 
country and returning to the U«£S D A, 

• , To dtevelop strategies for preventing and dealirlg 

with problem^ of re-entry, \ * " v 

• To develop responses useful ,to implementing .PC *\ 
Goal #3 - Development Education, 

Overview; 

. * 
• This 'session is designed to help-volunteers look at 
the leaving process and begin to plaft for the" "repatriation" 
to the USA, " - * 

The session should be introduced as -a Problem Resolution ' 
and Prevention workshbp since the focus wijl be on anticipating^ 
re-entry problems' and developing strategies for preventing 
or dealing with th€m. ~ ✓ 

to remember - and emphasize ~ leaving 
is stressful and that stress is manageable, Mjjch of the 
stress that occurs, is based on fantasies of what, it will be 
like to be hoipe and .how "different** the volunteer perceives 
lum/her'self to be (See Handout f -"/Doing Yourself in"), 

> In this session volunteers begin to Consider: the range 
of possibilities of what it.^wilT be like when they -go 'home 
the positive ,and w the negative*- This includes a close look t 
at the volunteers ^cpectations and assumptions about going 
'home and how those assumptions may, in fac"t> effect re-entry. 

Again it will be important that the PCV realizes that 
the skills needed to re-enter £fte,U, S, ' culture are precisely 
those that 'they needed to enter the host country culture - 
tlie difference is that now they're had two years' of practice 
and that they may be less patient- or tolerant with the 
infirmities, df ''home'* than of the Jiost country, 

, * 

.Exercises; 1, 'Guided Fantasy: The Tri& Home ' . , 

2, Moving* On - Sentence Completion 
3 r Concerns/Problems/R^olutions - Problem Solving 
4, Educating the Fplks/Back Home * ■ 

Materials : "Moving pn" exercise, "Doing Yourself In,,' 1 and \ 
, "Ten Minutes Out,," H&ndouts; Cpafc of 'Arms and 1 

. Volunle^if in Development from Session II 
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EXERCISE I - Guided Fantasy - "The Trip Home" 
Total Time : 25 minutes ' 

Ofrjectivg : To give volunteers an opportunity to "focus on 
their re-entry and to get in touch witb some 



of, the pluses - and minuses they ,may have in mind 
-^regarding, that experience. 



Overview; 



The guided fantasy requires that participants he ahle 
to" relax and spend a few moments with no distractions, ,The 
person who facilitates the exercise, should speak softly, 
distinctly and slowly, ■ playing on the vowel sotinds* . Allow, 
plenty of time hetweeo t£e "cues'* ■ Allow participants 
time to visualize each cue before moving on' to the next, 
At the end of the "fantasy 11 all£w a 'few minutes for people 
to "come to 11 . Sortie may also wish to briefly share their 
experience with someone else - but those who wish not to 
exchange comments should he given^the option to^pass* 

The fantasy should take them hick home] and "show" 
them some of' the situations, they might face upon re-entering 
the U.S. It should hit on situations of the 1 pace of living; , 
cost of living; meeting neutral or uninterested friends and 
family; materialism; as well as "minor" factors of life'- s 
i.e. waiting ip lin€s; supermarkets; tra-ffic, ^tc*. It - 
should also highlight getting hack to some, good things*. 
rli the trainer is a former 'volunteer she/he can draw from , 
her/his own^experi^nce to descrihe "scars". 'A suggested 
script is given below and should he'expanded or altered as 
secerns appropriate for the participants needs and trainer 
style. Using a soft tone 'of voice and,Speaking slowly allow 
plenty of time between cues for images to form. 

Procedlgres : 

Time- Activity, 

Fantasy 1. Before the session, rehearse 'out-loud 

10 min. the script you intend to use, Practice 

v the p^ce and tone of your presentation 

*' so that it will achieve the purpose. 

2, Ask participants to malte themselves 
comfortahle, (put away materials, penfe, etc.) 
* - It is best to have participants lie "on the 

floor. But some may wish to. just relax in 
* their seats , 



if 



< '.17-2 

t \ J 
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Exercise I - Gaided Fantasy - cont. 




3 m Spend a few moments getting participants 
relaxed: 

Just Kfelax. 9 .tkzke a deep breath* ...relax* take 
another deep breath. , .hold it.. . let it out stately. . ^ 
imagine the tension in your body escaping from 
your fingers* feet.. .just let it go. . .clear your 
mind. ..as you relax picture some things in your 
mind. . .your favorite food... a special person... . 
whatever. ^ . X * 

Now* I f d like you to imagine that you f re leaving 
(country) and going home.. .imagine that you f re 
on the airplane. . * you look back down and you 
remember the good times*.. and some of the hard ^ 
times., .and you wonder if you'll ever return. *Think 
about what it's been like... what things do you 
want to remember. .. 

(pause^ 

The plane trip takes several hoiirs and you 
spend your time thinking about arriving bdck home. 
You think about who f ll be, there to meet you. . .about 
the friends/ family -you want to see first... about 
having that "food* you f ve missed for two year p. . . 
Ozke a minute to get in touch with what you can 
expect when $ou get home. * f 




v 



Sow the plane is landing in your Hometown. You're 
in a hurry to 4 get off and see your friends/ family . 
but there's a line - a long line - just like in 
(country) '. You wait. . .finally the line moves and 
you're walking toward the area where your family will 
be waiting, . .but no one is there. ..nobody met 
you! You wait 20-30 mptictes and finally th$y come. 
You -exchange hugs* Kisses,*' and greetings and proceed 
to thk car for the ricle home* YoU feel good about^ 
being "home* you have so much to tell everybody, f 



(pause) 



As you ride in the car* everyone talks aboift how 
excited they are to have you home. ..they point out 



173 
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.Exercise 1 - Guided Fantasy - cont. 



X 



pisc,u$sion * 
Large Group 
10 min.. 

Transition 



the new shopping mall - the largest in the area, * 
has everything, everyone thinks it's good*., 
someone remarks about the new furniture they 
bought that you must see*** someone else remarks 
about the weight you lost br gained. .* occasionally* 
■they ask "how wqfi it?".. * "was It really 'lika you 
- said in yoi&* letter?" .t.the conversation goes 
cn%^ the traffic is heavy..* > < - * 

(pause) ^ 



-f . 



Now, slowly com back to this room. . .remembering* 
the feelings and thoughts you had on this "trip tr % 
.When you're r&zdy, open yoigr eye?'. - 

4. Discuss factions* and feelings* What 
'were t*he high and low points? TIow do you 
think you f ll rea'ct when you -get home? 

* 

5. Bridge discussion into the next exercise 
on leaving anUore-entry . ^ 

All theee reactions are. part of the ^leaving and 
r% -entry process" you're going or +will be going 
through. There am several ways you might be 
thinking of managing this, process and we would 
like for you m to focus on tho&& in the next exercise 
' called "Moving On". m , 



1 f 



\ 

• / 



\ 



■ i 
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EXERCISE II - Moving* On 



Tqtal Time: 60 minutes 



V 



Objective: To provide a structure for voltfStfcers to begin 
thinking, talking and planning about leaving 
and re-entry; ^ 



Overview: 



The purpose of this exercise is to^get participants ^ 
to focus their thoughts ..about leaving and re-entry, The* ; 
images from the VGuided Fantasy 11 williassi^t them to respond 
to the sentences provided in the exercise. /This discussion 
will then form the .basis for the problem identification* and 
resolution exerctis^ which follows, 

\ • •■ ■ 

noput 



Materials : "Moving On" han 



Procedures : 

Time • 
Introduction 



Set-up * 
exercise 
5 min. 



'Exercise 
- 30-40 mins 



Time* Checks 



Activity 



1. Explain purpose of the exercise. 



2. Ask participants* to pair up with someone 
they know well. v 

3, Pass out "Moving On* sentences - one- " 
sheet per pair. Explain exercise: 

This is a sentence completion exercise which uses 
free association in>whieh your partner will read 
the beginning pf the sentence and you will complete 
the sentence saying the first* thing that comes into 
your* mind* Xou'll find the images Jrom the fantasy 
useful in giving your responses* About half-way ^ 
through the exercise, you should rntitch roles aruTgive 

: your partner a chance* tb resppnd to the sentence 
completion* Then switch again and, complete page 2' 

* in the same way. Xou*tl have 50-40 minutes. 



Ask person now holding "Moving On* 1 sheet 
td begin reading the sentences, giving time 
for 'their partner feo .respond before going 
on to' the next sentence, t 

4% The trainer* should give halfway and 
last 5-minute warnings to help keep people 
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Exercise II - Moving, On * cont. 



Summary 
25 nrin, 



Handout 
M Ten Minutes 
Out M . ' ■ 



on the task. Digression into discussion 
triggered by specific statements is very 
likely. Make sure Ijoth partners respond 
to al-1 the statements, 

5, As pairs are discussing/ put each of 
the following three sentences one* sheet 
of flip chart paper, 

- I think the hardest part of going\baek 
for me will be, , , , , y 

- The most stresslul part of leaving will be,,,, 

- When I think of returning home I feel,,*,. 

When the pairs are finished, iir the large 
group ask individuals to write their responses ^ 
to those three sentences on each chart. 
After they have completed this 1?tre~trainer t N 
should review list and suiqparize. 

As we look at these lists we can see r tke problems 
we anticipate in leaving and returning home. 
We can also &ee the mixture of filings there are 
about going home. We each" leave and re-enter with 
feelings^ fantasies^ fears^ and ideas of what we 
could or should have done and what in -the future W0 
think we will have to deal with. As be continue-^ 
with this process we want to begin to lookat^some 
strategies we can use to help m manage ^the^anxie ties 
of leaving and going horn. In the next exeroqef* 
we're going to develop somfways toypesptpnd to\the ' 
problems we anticipate in n»e- entry( ' ^ \ 

6. Handout "Ten Minute^Out 11 , Distribute this 
now if you are at a break and ask participants 
to review. Otherwise you may wish to distribute 

the end of Exercise III -"Re-Entry 
Concerns, , , " m 




ERIC 
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EXERCISE III - Re-En try Concerns/Problems /Resolutions 



Total Time: 90 minutes 



Objective ; 



Overview: 



To develop specific strategies for responding' 
to some of the concerns or<problems volunteers 
anticipate. in the re-entry process. 



With the exception of a few introductory 1 remarks about 
re-entry and the sharing of personal expedience the trainer 
should avoid "giving the answers". It is, important that 
volunteers realize that they developed the strategies from 
the skills they now have to respond to "new" situations^ 

r ' 

r The clpse of this exercise should* summarize the main 
points of the article n Ten Minutes Out - For Thosre About 
To Return Home" and review the' points in "Doin^Yourself In" 



Materials : 



Procedures : 

Time 

Introduction 
Overview * 
10 min. 



4 * 



"Ten Minutes Out. . • . " 
"Doing Yourself Intt 



^ Activity ■ . - 

1, IntroduceVpxercise, by bridging' from 
previous exercise (see suggested statement 
at the end of the MMoving On", exercise) 
Additionally the following comments may be 
appropriate. 

From the exercise "Moving On n we found: swmarizd 
the results "Returning Home*' sounds positive^ — 

people are ready to move on; some are sad nonetheless) 

We would like to share a few things about, the leaving 
process and making future plans; 

You are jg^jg^ieck to places which may" have changed. * 
You c&eTgoing back also aj^a pws onjjtip has qhanged* 

An importmt\part of that process is looking at 
what is ahead of*gnd behind you - you will be ^ 
leaving one lov %wo speciat'host country friends 
as weU clsMqv friends* nany of youjz£$ be leaving 
e^ermiCQS that have been positive for you; there 
m&y be\e#g unfinished work, e*g K a report you 
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Exercise III - Re-entry concerns ... cont. 



meant to write but didn't or 'th e trip you intended « 
to make but never got orptmd~$5^ It is important 
to % put these thin$& jfipo perspective w - taking time 
to say goodbye^goi^rfor that last meal at 
your favorite eatir^place - taking the tme to do 
the things that ar€ important to the leaving prbaess. 

It sometimes may appear to some of you that there 
are too whny decisions to make - "and &ven email ones 
my seem big to you. The result *may be, to 
feel grouchy-- to' "check out" before it is time 
to leave and/or to get annoyed at the way things^ 
are going* You may^find yourself getting angry • 
and ready to leape even* before it is tim$ to gorzl 

Facilitator - you will ixpan<J ,on the notes 
by referring to the handout, "Ten Minutes 
Out - For Those About' To Return, Home - Some 
Ideas to Prepare You" for K^-Entry. 11 



•Identifying 2, in orde£ to focus on tlie re-enJ^y^ process 

Possible , ? \ 

Problems fife want to take a few'minutes to reflect on* your 

concerns about going home. You man recdll letters * 
op articles in the Volunteer magazine from returned, 
tiolvnteers where they describe some of their difficulties^ 
in -readjusting to family routines^ *ge£tinfr*ba~ 1 * 
into Atieric&i culture, re-estc&M&hiitg social 
relationships and finding a jpb) Sdhe of you may * 
have had the opportunity to go hom&^for leave and 
have' tjftepefore experienced the re-entry pr&cess* 
- The concerns related to going home are very real. 
I'd like 'you to take about S minutes* now and jot 
fawn in ycfur notebooks any concerns that you ban ^ 
think of that relate to your retwqfchome* + - . 




3 




^ - Whole group sharing on newsprints The #rainetr *> 

solicits a list of -possible concerns from 
the group, jottings each aown on newsprint. r: . ^ 

■ " - "... 

Let's take a look now- at sojhe of the concerns you -* ; 
* have come 'up with* We'd like to w&e a list of all, 
the possible con^rns* ; J 

Accept any and all concerns and oot them do^n y\ 
* ' % t, \ on newsprint. r £ . * . t 



V, 



•J 



0 ■ ^ : - 
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Exercise III - Re-entry concerns » , , » - cont, ■ ■ 

* * * 

■ \ Example from previous workshops follows. 
Do not expect your group to^pome up* with 
*these. Nor is it necess§CQ^^|6, add $ny 
' that dop't occur ^spontane©uil^\ 

, Re-establish friendships* - * 
Job/p3#.ee to*live * , 
*{ How to "toeet bther pCVs/maintain contacts 

J % ^ - Choosing a lifestyle. * 

Making new^friends 
* * Chinese food whfere? . f • 

^ * Losing PC experience . A# 
Financial - expensive " 4 ' 
Being responsible for yoursel^3|f 
Parental/Friend Expectations' 
Weather % *■ " 

Culture shock 
Opportunit^jdef icit 
Not being ^pial lElf 
■ Boredom ^ 
% No Qne; caring abojut you v * y ' 

Dealing with, qpposite sex "* * . 

Different values ' * * ■ 

Two years behind * * - 

Materialsm ' * . 4 , * 

• ExpecSed to be expert, on host ccmntry 

- 3te^ a Wfe at Jisi you just developed and* 
write down any additional concerns t which are 

* jjgaZ te> you as, j/ow think 0/* going baek r 
• • - # - ^ . • ^ ■ * 

Strategies- 3, Strategies/Responses (Prepare 'list of 

5 min/ categories -'to be discussed before session)' 



1 !.. 



problems as an. example we see that ^ ■ 
'the' concerns we have fall into s^perdl categories. 
'These coupled* with others 'that ^titoteers have 
had' are important for^Us to consider -and we'd 
lik& to take. d closer look using six categories, 
(Tfte trainer "should identify examples fronu 
the ligt of problems that .fit 'into, th^ , 
category.* ) 



, , ; * * ^ oultuml adjustment * 

* 1 < ' *. social., adjustment ~^ - 

1 \ language barriers 

^national/political issues . * # 
* . ■ - " educational problems . t ^ Z ^A-.. 
. * a 1 . 4 professidn&l^probl&ns r ' 
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Re-entry concerns . . . - cont. 



4. Divide participants into s^x groups. * 
Instruct each 1 group to * r 9 

a) identify anticipated problems in 

. these topics upon returning home. 1 

b) list strategies twhat they can do) . 
to overcotii^xiif f icmlties , 

ji) list resources available (such* as 1 ^ 

other RPCV's, Former Volunteer Services, r 
- u friends, loc&l uniyersities, etc.)' v* / 
* and how you \pill , use^t,hem. ; ^ 

Ask each group to rfepord their suggestions . 
on newsprint* a&d to select someone to 
be a spokesperson. * , ■ 

5. \ Recohvefie .JEarge groups Allow reporter 
f ipe minutes;-ttf review findings. Direct 
discussion tov.51arif ications and additional 
suggestions. , 

.6. Summary - Reaf firifr tha£ these strategies 
are all going to be useful at some 
poin^,: Close exercise f>y passing <JUt * 
"Doing Yourself In" and' focus closing 

, coDEjment^ on expectations about returning 

to th<=Ttt.S. and how t&ey*can be distorted/ 
x Spea£^a:om your experience as well as otherg. . 
The following 'comments are an 1 example: 



Re~&ftry is not such a hard process but we have 
to cfeal with some* of the concerns . Sometimes we 
may make the process more difficult than it t , 
_ need to be - denial process - saying'it is going 
. to be o.k.^bending reality. These are some of the 
hryths we hear when we do counseling. 

Positive side - thinking everything p>itt really \ 4 
be_ great at home. Sometimes we forget old problems 

i and difficulties when we thirfobdck on home qn$ 
*we builfi'an anticipation of our return home that 
^s.cdtored by our "everything will be grqat" 
'vision. Everybody will be frtqnflly and courteous* 
&hop&% bupiriessee and sefa&ices will run smootKty 

a 'xtn4 efficiently - the postman will %ell stamps 
idith a-ftmile <md customers will lyte up in an 
o$de$ly and patient fashion, tfe look forward to 
gdod tpws with friends' and family* projecting the 
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Exereise In j fre-entfry QoncernSj.A -' £$ht\ 




• remembered good timee into ihe situation ye?* 
expect idpon vt&wetum. Tkie cpulA be the - 
eitiifition+ But-Xt would p^bdbly be move? realistic 

admit that people have good'days and bad*ctajf& - 
at home too. People will probably be WjQ&qJzp 0 *' 
a ilhythm aqfi pace you've lost step with, af&~ ■ / 
readjusting to thdt may cause you sme>t$r\se+ 

Iggftepe will be two years diffhi*er&e iri vhe 

™$spepienees of -you qnd you? frteode* Some may , 
have movent away, ov marrie^ or MS ^hil^ en^ or 
ath three. Younger brothers andsisters \£Vl baxfi 
changed a good^deal* 'parents, m&ite an<2 wtfflee mil 
Be em older, lou*ne$d to thtyk about how you are 

r going to relate +yoitr etoperi'mcee here to, the' 

m people at home and how they are going to react. 

4 Give some thought to what is coming so that Q you 

. are not caught completely unawares. 



\ 



The other side ie the.ovqrTy negative side~~ making 
jyourielf mpve miserable thpn you need to-be, 
'Anytime we have an anxiety going, we tend to / 
talk to our selves in our 'heada^r when you are not 
feeling' eg good about yourself, when you are going 
through a period of stress, etc. If you ib have 
some of theee negative thoughts - thoufrhite swh'\ m 
as&I xbn't realty belong anymore; my friends are 
two years, ahea&of me &are&r~wiee wyl I x carf r t 
^^ven get back into the . Job market; I do$ r t like 
$he Iosb of my irtfypendfenae by having to %ive*' % 
at-home but I have no othe*' choices nobody really 
wants to hear about Chpst country), ela. - if * 
or when $ou r *g&t into some of these- thought patterns 
.make a ^conscifus effqrt to go out and go something $ 
to try -to foi^et about it*[ Gh to 'c^mavie, "start 
a small pro$e3$, volunteer to tutSr someone &t - 
. your Icoal school hefefat the hospital* work 
with a stforts team - look for ytoys to meet 
, f people afaain and tune in to what, is going t oH* 

If ydu keep thinking continuously ofj that negative, 
thought, theft you wil\ get intd state where 
youyaftAot function, will really get you way 
down. . So,' the reverse of the oberly positive 
"everything will be\gveat" thought pattern is 
\ * * the overly nfigtxtive , "thfytgs really are awfUl** 

tibougfib pattern. Be aWabe that 1 these are possibilities 
cam think a bit about how you might handle it^ 



v .//- " ' / 



-it >' 



L v-. 



: v ^7^:+"^ 



fotgrgjse IlT" H&fgfitgg otattcerns' jiV ^.'cop't 



if you are'cauglit lip eitWr tfceee pj^cfifitfe*. 



t b0 aware 'thai '"-it w'fa^eftfyty/^Styie.-- ■ ; 
to youreelf ,erwgh to, red<i^i%e^fat %ou . \ 



Journal , 



Co 



■ 2., J^et 
^ ■ in 

: oj^ thinking* . 4 „ 

"5. ' jls aoon as got* Zfeoopie otdtzre, etop #j£ri&in£ 
' 'about ife r t«x*f cfrfihe mental v tape f ?i . 
get vp cm&go and -'do, smeifHng^lB^ soy to * ' \ 

1 youxset fi n I have^'fto j^toj^ thinking tfcie f, « ^ 

■ ..Attfee a coneHcms^effcrp t& : .help yourself* 
3.- jlefe eomefirtg ^Zs* -;Z?otmoe #b^^feas off them m ' 
to eeejff they mke emee* ^ - - \ # ';\ 

j " * . ' v *• . » 

7> Personal reflection: ' 

. • - V • V 

In your notefcodfc apenc! a /ettf mmiv^ j&fleatin§ 

■ . - on tffcat you avje faking m^ay^from tMe-e&eei&n/ m + t ' ' ^ 
\ $uet think ot^what you qfi put of 1Mb seaeum ~ 

. spends few mnut&s j£t£^/4o&i some; notes 4 , . % 
- r. OT^?tijt was relevant fbY ffiiL • v - >« ' ■ 

; - -"■ • ■-. ■ ■ ^ ■• 1 •? 

>{5 toinutes .later) ' . 

■ 'tierfT&tuxn'to your ''MotiMf/Cfo'ipaPtner of Exercise ,11 

. , ; -<|ftd. rei>^^ briefly, ishd^^u. fao? $oiie$ dam: . - . ; : 

. --:(9pt4«(Lftl - db-'itS.f ih^^rQup-i$.into. • -^^ , 
-.sharlniB"^ — or <( omit.^f jpg<3ple ^eof to ^prefer t ' 



Nbte; . If you' have not. d^stributecy/ITea 
• Minutes .0u1i.;._. i H v. earlier tMtt this 
& good.'^^j^to do so. 

\ . / ,. ^ 



r • f 
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. EXERCISE Hp - Educating the Folgg Back Home 

: s. 

JO minutes 

■ j \ / . . . 

Objective s 1 To assist volunteers' to be prepared to dmpleraent 
jtlSe development education' goal of Peace "Corijs. ^ 



/ Total ty me: 




'Overview- 



L^j/ex 



Thi^rekeriise links back to two exercises of Sessio 



\ 



% "Coat of Arsis" und "Volunteer ■ in .^Development". 'Both of .which 
gen&ratecf information of the BortVtfrat ,HpCV'8 will' want 
to share with friends, | family "and colleagues,, not only 0 . 
immediately upon theirlneturn, but. for years to 'come, Indejed, 
much of the application of the PG experience may not'be nfede 
for 5-10 years after the^PCV's return to the 0SA. The ' 
opportunity to share ^he^PC experience, -educate the American 
public *to development, and integrate the. experience into* 
one's? fu1?ure life is an ongoing challenge that will continue 
to tap the/RPCV ~ .after he/she has returned to the U.S* ; 




Procedures : 




. Activity 



J 



Small grQu^ * , . 3^/ * Ask/par 
work ] \ ) L ,A'ss:ig& each 
3G*min, u \ *V ' ' sifcfi&tidnsi 



1. Introduce thef exercise. Briefly review 

goal #3 and explain why it is impofltafit 

to focus, on this as an impdrtant^rSj/Mtry issue. 

.2,* Have participants take put 1 thenr/ l Coat 
of Anris rt -and -'.'Volunteer in development 1 * , t 
worksheets an$ spend- a couple minutes 
r^viewiag; what they recorded, making spetoidl 
&6tesf 6t those items ' which respond to ■ ■ * j 
goair~#$; Asfr .for'e^^rop^es". ■ " ■ 

-participants to divide into ,4 groups, 
* gfcojip one o*£ the' foilowi&g "/ 



■"A,*- 



Presentation fti 
hotb.e. suoh 'as :' 



_ immunity grojijf back 
busine§y\club, grange 



meeting or murch group (Spici; one) on **-- ' 
"HoW.th-e third World Affects* tfe.*at Home, rt 



4* 



B. -.Fresehtattfon' to. a. .high school claks on 
"i^at* We Can Learn Abput ; Other people 
Iiiving'ia .Host Country." - ■ - 
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i Exercise ivV^gducatlDg the .Polks Back Hpfoe - cont 



V* 



r 



Bole-Play* 
and Discussions 
40- min. • 



Summary 
Jptirtial 
10 min. 



r 



J 



;C* '.In£o#&al 'rap. with a close circle, of 
\ *f ra$nds\who are skeptical anti think 
,/ '/POXl-ife ;i£ a paid vacation for twp years 

\ ' '/ m "! ' ' 

0/ f Dttri|ig f a job. interview you. are asked, ' . 
1 * H What d^ ybu leajhn about PC's role 
• ^ln^eveippmep^^' 



Instructions; 



Giix4n yotir t cnM^eHencess the situation 
you*ve heen a£$igned s develop a 5 minute role-play 
which tfill. demoii&wate how an EPCV might 
respond iA Ifyi&.&pttttioni. 

• 1 • | r 1 * 9 v / ■» 

Participants should be ^informed that the 
ictual >oie-play ctoes.abt have to Involve 
all participants ij^^r^ 
b^it everyone should contribute to the 
desi^v! '«,,.*. '^4^ 

4, E<>le7piay presentation, Akk each group 
to give their 5 minute role pZay. At t h *-- 
'end, of each ask for alternative responses^ 
as welV as discussing the key issues that 
were presented, ( ^ , — 

5. Summarise key points,, give participants 
tlme^to record i& their "notebooks^ any ideas 
they wisfr to take home. 4 ; t 
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% j Handouts 
page one 

-■ ■ ■ \ 

MOVING OK V> 

1* ffben^Lthlfeof leavAn&fs^ feel* ♦ ♦ ♦ ♦ * * 
2* My experience here has been 

m 

3* For me (host country) means*** • 4 K 

4* The things- that 1*11 miss are 

• * 
* The' things 1*11 be happy to leave behind are ***y ; 

6, ,When I' 'talk to other volunteer?' about leaving, they,.., 

?,' When I talk to my (host Country)* friends "about leaving they 

8* (If applicable) * ♦ ' f & 



T 




—A* -4Jhen-jj^talIt to njy, spouse* J**/ab*uL*AA.t* - * 

B* I think that for spouse leaving will be* ♦%♦♦♦*♦ 
9* When . I talk with Peace Corfcs s^aff about leaving/ they, 



STOP: LISTENER, SHOW YOUR PARTNER HOW WELL YOU'VE BEEN LISTENING 
BY SUMMARIZING A FEW SENTENCES WHAT YOU'\JE HEARD .SO 1 FAB, 
CONTINUE, 



10 ♦ When leaving a pjace I usually* 



lit TKe-easiest'point of leaving for me will be*.»**# 

* • - \ . 

12 ♦ Before I leave Ideally want to - 

x • 

13* The most stressful "part of* leaving will be 



V 



tfJ&P* BEFORE QOING ANY FURTHER* SWX1£R &0LES* LET THE LISTENER BECOME 
\ * T9E SPEAKER AND THE" SPEAKER, THE LISTENER* AND REPEAT 1 IX 
* WHEN BOTH HAVE COMPLETED PAGE ONE, GO TO PAGE 2 # ^ 
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Handout 
<\ ' page two 



14. When I 'think, of* returning to the States I feel 

15". I'll be going back to ♦ 

16. , I expect that for me the process of returning will be . 

17. (If applicable). 

I think that fox ray spdlise, returning will be .... 
i < * 

18. When I think of seeing my family again, I A . . 

19. I think^my family. will expect me to * \ 

STOP; LISTENER, Sl^ARE WITtf YOUR |>ARTNER WHAT YOU'VE HEARD SO PAR. 



-20. — A* — I - a tertna of a career I hope to 

B. If this doesn'ffwork out t I'll 

21. \ I expect that my friends there will 

22. Regarding money I'm going to be .....^^^ 
■23. Going back will enable me to ...... c ' . 

24. -*I think that the. hardest part of going bgck for m£ will be 

25. I think the Easiest thing for me torhandle will, be 

26. I'm reSlly tiooklng forward to ...<f. \/ 

• \ :■ ■ 
\ • . * . .. 
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DOINg YOURSELF IN - A LOOK AT DENIAL AND RE-ENTRY * 

A. Positive Denial : . . 
Myths We Tell Ourselves: 

1 % I should be able to cope easily # because**it *s my 
* **)own culture. No adjustment 'problems; 

2. I can pick up on relationships where I left ofr7 

3. Everything is great back home. 

4. Everything will be the same as it was when I left. 

5. I won't experience culture shock. ' # 

. 

6. The adjustment process should last no more „tl\an 
three months. " , 

• 4 

*7. People will be interg&ked in hearing abojit my^ , , 

"exotic" exg£*Tences Iij (country) . 
. ^ 
8. Things work better bacl^home. ^ ■ f 

B. Negative .Denial : 

Setting yourself up to be more miserable thaq^y^ti need to be 

1. I know I*m not going to like it back .there. 

2. This change is going to be so overwhelming, I|m not 
going to be able to cope. 




I shquldn't be feeling so \ (upset, depressed, 

disorganized) ( 

* V 

I know. I'm going to l?e so lonely. 
5. No one can .understand- what I'm going through, 
*6. Everyone is ahead of me now. ,* a 



'* ' . ' ' ' >' ' ' 
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, " TEN- MINUTES OUT * 

r 1 

FOR THOSE AgOUT TO RETURN HOME - 

, Some Ideas to Prepare You for Re-entry 

by 

Joel WaUach/Gale Metcalf 
Community Counselors 1 
American Association of Malaysia 



With the end of". your Peace Cprps service, many of you 
are happily contemplating your upcoming ttaveJLs and return , 
to the U,S, For those leaving permanently, the commotion of 
last minute packing and shopping, eagerness to see friends 
and relatives, and that final* round of goodtiye parties, can 
easily distract you from focusing on the ways in which this 
return , to" the U.S. might he .stressful. We would' like to 
ask those of you who are about to relocate bapk home to take 
r a few minutes out to examine some of the stresses that go 
along with" returning, as well, as some things you might 
do to prepare yourself and your family to make this transition, 

Anytime one of us makes a pajor life? change - addi&g 
losing family members, changing jobs, changing friends, moving, 
etc. - we experience predictable and sometimes severe stress. 
Host of us recognise this in the process we wpnt through 
adjusting to living overseas.. Fewer of us realise that 
another adjustment, often equally stressful, accompanies 
resettlement in the U.S. The first part of this process 
'might 0e termed "reverses culture shock"*. Americans ^who have 
moved -in and out. of the States a number of times consistently 
report the experience of feeling strangers in their 
own coiintry. Living overseas,, we often carry with us, 
inaccurate and idealised views and to forget that hack 
there thiijgs don't. always'work efficiently, that sales 
peopffe can he downright rude/ that our current home has ^ 
no" ntanopoly on traffic jams. We expect , people and places V 
to pfr just the Way they werte when we Left -^the way we 
remember them. TliFhen they are not, we/find ourselves dismayed 
V angry, disoriented; feeling out of control. Because we do 
not expect things to be different, the fact' that they are 
different hits us especially hard. This phase of adjustment 
typically lasts dnywhereTipom a few weeks to a*few months. 

- Re-entry: fk Two-Step Process \ * , 

Re-entry, is a two step process; 1) leaving' y9ur host ■ 
community, and, 2) returning to the U.S. and re-lUvolving 
yourself ^in life "bacs home"., Often, people focus on the A 
latter, missing the importance of the former. Closure is s 
. the key concept here, giving yourself the psychological ■ 

K[C . - ....) |89 . 
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space^ to separate one ,part of you life experience from the. 
next/ A careful balance is required so that you neither "check 
^out" too early 'rtor* too lite. If you pull out your energies 
too early, you find yourself afflicted with ,T short-tfcrmitis n , 

• denigrating the ,host country, an<^its people while romanticising 
th<£ U,S, If you disfcngagfe with too little time/ ycui find 

that a significant part 01 -you still remains overseas for 
several months after^you have returned, \ 

Some Thinjte Yoi^ Can Do Now ^"\ * * 

"Despite the multiple .stresses discussed above, all of 
us eventually <adjust and things do (hard to believe) return 
to normal. Some manage to deal with the adjustment process 
' quite easily afid quickly, while others find themselves 

experiencing significant stress for a period of time, There 
are some things, however, that you can do tot-smooth but the 
inevitable bumps and shorten the period of frustration. 

Probably the key factor is to Srecogniae that the^e will * 
be a period of stress, it is normal' and to toe expected, 
/ If you can recognise this is coming , understand it: as a 
natural part ofjthe adjustment process, you defuse some of 
* its potency and are able to 1 help yourself. 

There also appears^ to be a number of myths or mi'sper- 
ceptions that people fyarbor, about re-entry that work against 
them, 'Identifying them can help you to root them put of , 
your own thinking, /Some people attempt tot cope with the 
stress of this major life change by bending reality and seeing 
the world they are LboSit to re-entep *as either* too positive 

* ,or too negative. On the positive side, they deny reality * 
and thereby attempt to cope with current anxie±i^syt>y telling 
themselves such things as: ' 

- "Everything is great back home," 

- 1f I can pick up on relationships just ,^yhere I left off", 

- "I should be able'to cope easily because it's my 

otfn culture , 11 - * 

"Everything will be the same* as it was when I left,' 
"I won't experience "culture shock," 

- "People will be interested in hearing about my 
* 'exotic 1 -* experiences overseas, 1 /^ 

- "Things work .better back home, 1 * * 

/ This type of thinking is functional until they arrive 
home ami find that with their unrealistically high expectations 
they've set them?elve% Up for disappointments in the months 
ahead. Overly negative thoughts, "on the other hand, set 
.them up to be even more miserable than they need to be! Some 
>f the most popular a^e: , , 
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- *"I'll never bl 'able to cope yfith all of this, 11 

- ."1*11 hate it back' there," 
* \ - u l shouTdn't be feelin'g so,,, (upset, depressed, disorganized 

r - M I know I f m going to be so lonely, 11 

* ,; ■ ■ ■ » . 

* , Such seVf^talk serves to* T increase anxiety and feelings of 
depressjS&fi, panic and disorganization. It saps needed energy 

' . and coping resources. While some apprehension and concern 
is obviously functional, this type of thinking is not. 
It only serves to promote panic and gloom. You can inventory 
" Vour own thinking aboitt re-entry to see if, in fact, you f re" 
harboring any of these kinds of self-defeating thoughts- and 
you can help other volunteers to do the same, 

* It iSvimportant for you to talk about ytmr feelings 
regarding the impending move, to share your feelings, fears, 

. and frustrations about 'going home. Just e^ressing these 
\_ " feelings often serves as a release so theft they don f t build 
! up- and become overwhelming* This is important before , during 
■an4 after the mov$. 

* Taljt about what life probably will be like back^home, 
but be flexible and open to changing plans if they don't 
work out. Let everyone in your family know that some degree 
of flexibility is possible. Remember, you can plan, but-it 
is hard when overseas <to know exactly what you'll face upon 
return home, 

, ■ 

View the-'feturn to the U,S, as a cultural experience. 
Be aware of how the "natives" live and use your special 
sensitivities gained from.living overseas as a key to i 
understanding yourself and America better. Some veterans of 
the re-entry process suggest taking a week or two, if time* 
permits, to be a^tourist in your own country before you jump , 
into the settling process. Last of all,, don f t expect too 
*^ much of yourself right away. Give yourself some time. Many 
returnee? advocat? maintaining a low profile for .the first 
; few months bacfe by not taking on too many new 1 activities. 
Ydu may need some time to csytch up on being American and > 

* - 'feeling comfortable once again back home, , t * \ 
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SESSION VII - NUTS & SOLTS., FORMS and PROCEDURES 

Total Titoe ': 1 - lj liours ■ 

Overview: ' * % ' s 

— — — , * * 

The purpose of this session is to attend tp any administrative/ 
procedural paperwork needed for the COS volunteer. Since 
this need will vary depending on the country £nd timing 
of the workshops detailed design is not provided. Topics 
that were included in previous workshops included: ; ^ 

- Gomp^eting Forms re QOS (See Form? & Procedures in 
Guidelines pages 7-10) , * * T 

- Outline of suppc^rt services provided to RPCV f s by 
ACTlON/Peace Corpus ^§*fe FVS Manual) 

- Final plans for a party - a bi g party 

- Distribute COS packets 4 ^ 

- Completing Travel Vouchers, etc, * - - 

' The final exercise of the workshop shbuld involv e^ _ 
participants in a closing activity* Several closing activities 
axe described on the following- page, Whichever of these - 
or others^ ftfom your own files - you should also spend a few 
moments suEprpari^ing the workshop goals; giving highlights anil ( 
reviewing points to remember, 

" * Suggested Closing Activities 

The purpose of these activities is provide an opportunity 
for the participants to reflect on the workshop experience and tv 
examine their learning, particularly in relation'to being- better 
prepared to return to the U.S.* , % 

Exercise I ; Highs and Lows * . 
■ 

- " Ask participants to identify those learnings or 

t activities that were highlights of*the worftsjiop for them, 

- Brainstorm these*, "highs-" and record them on a flipchart, 

- Brainstorm the experiences which were "lows"; that is, 
those things that did not meet expectations, 

- Record the "lows" on the flipchart. - 

« 
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- £Ask participants if there is anything they* would like 

to share with the group or with thp trainers. 

Exercise II - Paxk Bench * ■ > 

This exercise is. designed to allow- participants to become 
involved in ^.symbolic activity which connotes closure, 

' -, Stated tM. exe^s b ei„ g .chose„ to faci.UUto 
c^o.s^ure and to end the wqrkshop. The trainer sits on . 
the "bench and requests that one or two participants 
or the co-trainer sit with him or her, * r 

The t^aines talks about how she or he experienced working 
with- the participants or co-traiiier and what she or 
he remembers apd will take as irfemories frpm the workshop; 
th^ impact of relationships; and otlier wishes for the 
future that she* or he might associate with the workshop,* 

- Participants, take turns talking about the experience 
until all participants ha^e had an opportunity to talk, 

- If the trainer begins the exercise by calling other 
participants to the bench > then each participant called 
may call another participant pr trainer to the bench/ 
Those persons who come to the "benct\ may in turn call 
others; > r • " 

E xercis e III - Expectations Review , ' , 

- Divide paVticipants into the same gr6ups -that were 
formed on J:he firs.t day for the M Expect&,tionis Exercise 11 , 

(Session I - Exercise III') . * * 

■ * * 

- Select a spokesperson to report out% 
Review Expectations from the flip cftart. 

- Wer$ the Expectations met? 

What happened, that prevented .tfrem\from beingmet<? 

■■ - What could have been donp to held .you mee£ H them? 

* " * '* ^ f*', ** . • • ♦ 

What addrtioqal workshops would\yoji like to have occur 

to meet other nefeds? , * '■' ^ / ^ 

Report^lSut to total; group,*' ^ < 4 * \ ■ /p . 
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Sentence .Completion : v 

On*a flip chart* write the fallowing sentence stems: 
1) What' tfas most enjoyable for me was 



2> J wish we could have 

3) y The most important thing I learned was ^ 

f Ask each participant t'o take a minute to thinfe about 
t^ow they would complete each sentence. 

One by one, participants give their responses to the 
f whole group. Tra,iner<s) should, participate as well. 



r 
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CLOSE OP SERVICE WORKSHOP 



tVALO AT ION 



1 1> lt> what extent has this session %een interesting Ato you ? ,{Pjease 
circle the appropriate nuntoy:: b'= not; at all; "5 = extremely) r 



not -at &X1 r -* 0-12 3 4 5 . - extreme^ , 

2) lb what. extent has .this leession b^en useful to'you ? 

* .- • - It - 

. not at all - 0 1 ^ 1 4,. 5 - extremely * 

3) - What aire two inportan£ things wKiaV you 'learned from this workshop? 



1 



-a) 
b) 



4) What thigigs^ita you especially like ^bout this experience? (U?i^erline 



the things you liJffe£ the, most) 



r 



V 



4 



5J What things did yon dislike akout, £his ex^eri^nce?* "{£&v3e£line 
* 'the thing you dislike! \ ^ 



■V 
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* - 6) \If yoa w$re to run a Workshop ^ike tfaift -for another group 4><* v " 
>j Peace Corps Volunteers, What wou}£ ypu do differently 1 ? ' ' 
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